University of Texas Health Science Center at San Antonio – Office of Accounting
REQUEST TO CLOSE PROJECT


	Section A:


NOTE THE FOLLOWING REQUIREMENTS: 
1. Submit only after all encumbrances have been cleared from project to be closed.  Final payment must have been received from sponsoring agency for projects in restricted funds.

2. Residual or overdraft amounts totaling $999 or less must be approved by the project approver.

3. Residual or overdraft amounts totaling $1,000 to $9,999 must be approved by the project approver and department head.

4. Residual or overdraft amounts totaling $10,000 or greater must be approved by the project approver, department head, and appropriate EC representative.

	DEPT. ID
	FUND
	PROJECT TO BE CLOSED
	EXPIRATION DATE
	OVERDRAFT AMOUNT
	RESIDUAL INC AMOUNT
	MOVE TO PROJECT
	FUND
	AMOUNT

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	Section B:

	Authorization and Contact Detail


	Contact Name:
	 
	Date:
	 

	Email:
	 
	Phone:
	 

	Dept. Name:
	 
	Dept ID:
	 

	Project Approver Name:
	 
	Project Approver Signature:
	 

	Dept Head Name

(when applicable, see above):
	 
	Department Head Signature:
	 

	EC Member Name

(when applicable, see above):
	 
	EC Member Signature:
	 


Office of Accounting
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