Tennessee State University

COPYING & DUPLICATING CENTER

COPY CENTER 

MONTHLY USAGE AND TRANSFER VOUCHER

(To be completed by Key Operator.)

	Model:
	
	
	Month:
	
	
	F/Y:
	

	Serial No.:
	
	
	Location/Bldg.:
	
	
	Room:
	

	Key Operator:
	
	
	Beginning Reading Taken:
	

	Telephone:
	
	
	Ending Reading Taken:
	


	Copier:
	Beginning Reading: 
	Ending Reading: 


	[a]
	[b]
	[c]
	[d]
	[e]
	[f]

	Department
	Chargeable Account No.
(Chart-Fund-Org-Program)
	Beginning 

Reading
	Ending

Reading
	Copies

Used
	Copies 

Charged

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	TOTAL:
	
	


	Key Operator:
	Signature:
	Date:


Accounting and Budgetary Data

	
	
	
	
	Copies charged

	Charge per copy:  (  .05 )
	x
	Copies used:
	=
	$


	Fund/Org Credited:
	370000-25100
	Account:
	74130


	Approved By:
	         Assistant Vice President
Title:  Procurement & Business Services
	Date:


*Key Operator to record beginning and ending meter readings and complete the form on the last workday of each month.   

  Submit the completed form to Procurement and Business Services not later than the third workday of each month. 
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