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GENERAL INFORMATION
When to attach a Notarized Claim Form to a Requisition:
A notarized claim form should always be completed and submitted for the following:

1. Honorariums

2. Postage purchases

INSTRUCTIONS FOR COMPLETING A NOTARIZED CLAIM FORM

Note:  Please type the form and complete the following items.
1.
Date
Enter the date the notarized claim form was prepared.

2.
Fund

Enter the same state funding number used on the attached requisition.

3.
Agency

Enter the same state agency number used on the attached requisition.

4.
Claim of 

The requesting department should use this area to indicate the name of the payee.  Type the payee’s full name, mailing address, and social security number.

5. 
Vendor Number

6.
Account

Enter the last six digits of the state funding number.

7.
Sub-activity

Enter “00001.”

8.
Object Code

Refer to the       OSU expenditure subcode listing to find the object code corresponding to the expenditure subcode in (17).

9.
Amount

Enter the amount associated with each state account number and object code.

10.
Assignment

If the individual wants to have the check written to another individual, s/he will enter the name of the individual, the date and sign the assignment.

11.
Invoice Date

Enter the actual date of service, not the date the individual requested the reimbursement.

12.
Invoice Number

Even though the form is requesting an invoice number, what should actually be noted here is an indication as the whether the form is for an honorarium, postage, etc.

13.
Amount

Enter the amount associated with each individual account subcode and object code.

14.
CC (Campus Code) 
Items 14, 15, 16, and 17 combined make up the complete OSU account number to be charged.  Enter the first two letters of the OSU account number to indicate the appropriate OSU campus code to be charged.

15.
L (Ledger)

Enter the second digit of the OSU account number in this field to indicate the subsidiary ledger number to be charged.
16.
Dept (Department)

Enter the next five digits of the OSU account number in this field to indicate the department number to be charged.

17.
Subcode

Enter the four digit expenditure subcode which best describes this purchase.  No travel subcodes should be used.  Travel expenses should be submitted on a travel voucher for reimbursement.
18.
FY (Fiscal Year)

Enter a “C” to indicate the expenditure is to be posted in the current year.

19.
Sub-Activity

Enter”00001” for each line.

20.
Object Code

Refer to the       OSU expenditure subcode listing to find the object code corresponding to the expenditure subcode in  (17)..

21.
Requisition Number

Enter the number of the attached requisition.

22.
Verified

Name of the approved person in Controller’s office.   (Check with University Accounting.)

23.          Claimant Signature

The payee needs to sign and date the notarized claim form.

24.
Notary Public

The payee’s signature should be notarized.
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