


      Request for Change of Account Manager

Please complete the following, including all required signatures, and send to the FI Master Data Center, JCK Building, Suite 540.  
Section 1.  Account Information:
	Account #
	Account Name (40 char)
	Account #
	Account Name (40 char)

	
	     
	
	


	
	
	
	

	
	
	
	


Section 2.  Change Account Manager Information from:
	a.
	Name
	

	b.
	TxState NetID (username)
	

	c.
	Reason for Change
	 FORMCHECKBOX 
 Separation (deactivate all SAP FI Security roles)  

 FORMCHECKBOX 
 Department Transfer (deactivate all SAP FI Security roles)
 FORMCHECKBOX 
 Change in Job Duties (complete Section 3, special instructions)
 FORMCHECKBOX 
 Other:___________________________ (complete Section 3)

	d.
	Effective Date for Modification of SAP FI Security Roles
	

	e.
	Effective Date of Account Manager Change
	


Section 3.  Special Instructions for SAP FI Security Roles:

	Check one   FORMCHECKBOX 
 Preserve all SAP FI roles 
        FORMCHECKBOX 
 Deactivate all SAP FI roles
        FORMCHECKBOX 
 For access restricted by account, remove access to the accounts listed in Section 1


Section 4.  Change Account Manager Information to:
	a.
	Name
	     

	b.
	TxState NetID (username)
	

	c.
	Title
	     

	d.
	Department
	     

	e.
	Phone
	     

	f.
	Building
	     

	g.
	Office #
	     


Section 5.  Requestor Information:
	a.
	Name
	     

	b.
	TxState NetID (username)
	     

	c.
	Phone
	     


Section 6.  Required Signatures: By signing below, Account Manager acknowledges fiduciary responsibility for the funds in this account, responsibility for assuring that the account is managed consistent with all applicable regulations, and responsibility for the SAP account manager security roles that will be granted.

	a.
	Current Account Manager

(print)
	(sign)                                                   (date)

	b.
	New Account Manager

(print)
	(sign)                                                   (date)

	c.
	Chair/Director

(print)
	(sign)                                                    (date)

	d.
	Dean/AVP/VP
(print)
	(sign)                                                    (date)
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