LEHIGH UNIVERSITY CONTROLLER’S OFFICE
 INTERNAL SALES AND RENTALS FORM
Use this form to record internal sales or rentals to another University department
(6 Digits)

(5 digits)
      Index
 Account Code*
   Transaction Description (35 Character Limit – this will appear in the Description field)

Amount
	1. CHARGE:
	                -          
	
	     
	
	     

	      CREDIT:
	                -          
	
	     
	
	     


	2. CHARGE:
	                -          
	
	     
	
	     

	      CREDIT:
	                -          
	
	     
	
	     


	3. CHARGE:
	                -          
	
	     
	
	     

	      CREDIT:
	                -          
	
	     
	
	     


	4. CHARGE:
	                -          
	
	     
	
	     

	      CREDIT:
	                -          
	
	     
	
	     


	5. CHARGE:
	                -          
	
	     
	
	     

	      CREDIT:
	                -          
	
	     
	
	     


	6. CHARGE:
	                -          
	
	     
	
	     

	      CREDIT:
	                -          
	
	     
	
	     


*Use 89001 or 89002 (both called Internal Sales/Rentals Transfers) on the CHARGE side and 50901 or 50902 (both called Internal Sales/Rentals Transfers In) on the CREDIT side
	Description: (attach any supporting documentation):     


I request that the above transfer be made and if I am not the Financial Manager for a referenced Index, I have the authority from the Financial Manager to initiate this action.

Prepared by: _________________________________________________________________________       ________________________________________________________
       Name




Dept.


Date

  Financial Manager or Authorized Signer Approval
    Date


DISTRIBUTION: 

ORIGINAL FORM AND SUPPORTING DOCUMENTATION:  General Accounting, Controller’s Office, 524 Brodhead Ave.
COPY:  Financial Manager of “Charge Index”
