
Journal Entry Correction Form
Use this form to request journal entry(JE) or journal worksheet(JWS) correction between DeptID/
ProjID. Completed form should be routed through DeptID/ProjID Holder for approval, then emailed to 
HSC EIS Journals Office using "Submit by Email" button above. For questions, call (817)735-5025.

JE # or JWS File Name:   

Requesting Department:

Contact Name: Contact Phone:

Section 1:  Requested by

Section 2:  DeptID/ProjID on Original Entry

DeptID/ProjID: DeptID/ProjID Title:

Section 3:  DeptID/ProjID to be Used

DeptID/ProjID: DeptID/ProjID Title:

Justification/Reason for correction:

Section 4:  Approval

Account No: Account Title:

Amount:

Account No: Account Title:

JE or JWS Date:   

Required by Holder of  revised DeptID to be used

Required if ProjID is used on original or correction

DeptID Holder Name:

ProjID Holder Name:

Date

Date

Revised: Office of Accounting 
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