University of Wisconsin - Madison
	Department ID Action Request
Department ID (6-digit):       
	


Note: Please include all fund-department setups in this form, including funds 133, 135, 138, 142, 144, 145, 146, 161, and 233.

Action Requested (check one): 
Effective Fiscal Year:   20    
	1.
	 FORMCHECKBOX 

	Create (provide department name and Program Codes below)



	
	Long Name:
	      

	
	
	(30 characters max.)

	
	Short Name:
	      

	
	
	(10 characters max.)

	
	Fund Codes:
	   
	
	   
	
	   
	
	   
	
	   

	
	Program Codes:
	 
	
	 
	
	 
	
	 
	
	 

	
	
	 FORMCHECKBOX 

	Replace existing Department ID (6-digit), also complete section 5 on page 2:  _     _

	
	

	2.
	 FORMCHECKBOX 

	Change

	
	a.
	
	Long Name:
	      

	
	
	
	
	(30 characters max.)

	
	Short Name:
	      

	
	
	(10 characters max.)

	
	b.
	 FORMCHECKBOX 

	Fund Codes:

	
	 FORMCHECKBOX 

	Add new Fund Codes:
	   
	
	   
	
	   
	
	   
	
	   

	
	
	
	
	
	
	
	
	
	
	
	

	
	 FORMCHECKBOX 

	Delete existing Fund Codes:
	   
	
	   
	
	   
	
	   
	
	   

	
	

	
	c.
	 FORMCHECKBOX 

	Program Codes:

	
	 FORMCHECKBOX 

	Add new Program Codes:
	 
	
	 
	
	 
	
	 
	
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	 FORMCHECKBOX 

	Delete existing Program Codes:
	 
	
	 
	
	 
	
	 
	
	 

	
	

	3.
	 FORMCHECKBOX 

	Delete Department ID along with:

	
	 FORMCHECKBOX 

	Delete existing Fund Codes:
	   
	
	   
	
	   
	
	   
	
	   

	
	
	

	
	 FORMCHECKBOX 

	Delete existing Program Codes:
	   
	
	   
	
	   
	
	   
	
	   

	
	

	4.
5.
	HRS Department Setup/Change 
Is this an HRS organizational/appointment department, e.g. tenure granting and/or an employee’s home department regardless of funding source?  
No _     
Yes ___        Please indicate department default funding for this HRS appointment department below:
Fund                            Program                         Project (optional)              

 FORMTEXT 
   

 FORMTEXT 
                                              

Please also complete HRS department change form:   https://uwservice.wisc.edu/docs/forms/hr-org-dept-changes-requests.pdf 
General Ledger Action Request- Appropriations Needed

Please complete this section if you request creating a new Department ID to replace an existing Department ID.

	a. If replacing existing Department ID involves PR funds (excluding funds 133,144,145,146,148,161, 233 and projects), please indicate how the fiscal year end fund balances should be carried forward from the existing Department ID to new Department ID:

	
	
	
	
	
	

	From:
	To:

	Fund
	Department
	Program
	Fund
	Department
	Program

	   
	     
	 
	   
	     
	 

	   
	     
	 
	   
	     
	 

	   
	     
	 
	   
	     
	 

	   
	     
	 
	   
	     
	 

	   
	     
	 
	   
	     
	 

	   
	     
	 
	   
	     
	 

	   
	     
	 
	   
	     
	 

	   
	     
	 
	   
	     
	 

	   
	     
	 
	   
	     
	 


b. If you have active Project IDs under existing Department ID, please list them here for us to update the project department edits.  Please enter 7-digit project IDs
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


	ACTION REQUESTED BY:

	NAME:
	     

	DATE:
	     
	PHONE:
	     

	


Submit completed form to: Al Wang, Accounting Services, 21 N. Park Street, Suite 6101.

Or e-mail completed form to awang@bussvc.wisc.edu.                                         Questions: Phone (608) 262-8729
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