
Request for Department ID or Project for PeopleSoft

A Title of Department or Grant: Name that will appear on PeopleSoft

B,C Responsible Person: Employee ID:
Last Name First name

Telephone Extension:
D Dean/Division:_________________________________________________ (see list under Instruction D)

E Department:

F Source of Funds:________________________________________ (i.e federal, private,local or state so we can create correct funding source) 

To create security for requisitions and purchase orders
 Requisitioner and Approver cannot be the same individual.

G,H Requisitioner:_________________________   Alternate Requisitioner:__________________________

I,J Approver:______________________________________  Alternate Approver:_______________________

K

Please email to Cherlyn Brace at cbrace@coppin.edu
Do not write below this line. Office use only

Office Use Only

PeopleSoft Number: Indirect Cost: IDC Number ______________ PI

Use on Purchase Orders, travel Requests and Request to Hires Y_________Rate

Proposal Number: Basis

CFDA Number : N

Brief description why you need the department. If grant must have copy of grant letter attached and a detail budget by object.



Program: College IDC #   4103040 848401 Federal IDC
Fund: If fund4030 set up assoc budget 858305 State IDC
Start Date 861303 Local IDC
End Date 864906 Private IDC

Budget  (Budget Office Use)
Account Amount

Fund Type
Drawdown

Third Party

Phone Bill

Prepaid

Other

Total 0

Dept_ID Name Date
Project

Attributes Budget Officer
Commitment Control

Speedtype Controller
IDC
Run Speedtype Export PeopleSoft Updated by
Requestor
Authorizer


