
Actual Expense Transfer Request Form

Please use this form for corrections, allocations, & transfers of actual expense posted transactions.

Explanation: 
Must provide 
reason/purpose 
  
 

 ACTUAL EXPENSE INCREASE

ACTUAL EXPENSE DECREASE

Date

ENTERED BY:
DateBusiness Office Signature

Approver, please scan signed form and email to budget@apu.edu.  
Reference #

REQUESTED BY: Ext./Phone: Date:

Please provide a detailed explanation for all requests. 
If this is a correction, please include date & journal number in the below explanation box & attach a copy of the 
Expense Detail tab from your Departmental Rev/Exp Report with items to be corrected highlighted.

(If different than approver) Print Name

APPROVED BY:
(Authorized Dept. Mgr.) Print Name  Signature

To avoid duplication, please keep hard copy for your records.

 Signature

FOR ACTUAL EXPENSE DOLLARS ONLY

Department Name Fund Department Account Project 
 (if applicable) Amount

(For budgeted dollar transfers, please use Budget Transfer Request Form.)

Department Name Fund Department Account Project 
 (if applicable) Amount


Actual Expense Transfer Request Form
Please use this form for corrections, allocations, & transfers of actual expense posted transactions.
 ACTUAL EXPENSE INCREASE
ACTUAL EXPENSE DECREASE
Date
ENTERED BY:
Date
Business Office Signature
Approver, please scan signed form and email to budget@apu.edu.  
Reference #
Please provide a detailed explanation for all requests.
If this is a correction, please include date & journal number in the below explanation box & attach a copy of the Expense Detail tab from your Departmental Rev/Exp Report with items to be corrected highlighted.
(If different than approver)
Print Name
(Authorized Dept. Mgr.)
Print Name
 Signature
To avoid duplication, please keep hard copy for your records.
 Signature
FOR ACTUAL EXPENSE DOLLARS ONLY
Department Name
Fund	
Department	
Account	
Project
 (if applicable)
Amount
(For budgeted dollar transfers, please use Budget Transfer Request Form.)
Department Name
Fund	
Department	
Account	
Project
 (if applicable)
Amount
8.2.1.3144.1.471865.466429
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