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	 FORMCHECKBOX 

	Establish 
	 FORMCHECKBOX 

	Update 
	 FORMCHECKBOX 

	Inactivate
	Effective Date: 
	


	Class/Location No.

(To be Assigned if New)
	Class/Location Name (30 character maximum)

	
	


	
	
	

	
	
	

	     Agency/Department/Special District Name
	
	Special District


	
	
	
	
	

	Chartfield Requestor Printed Name
	/  Phone
	/ Mail Stop #
	
	Date


	


Purpose:

	

	

	


	1
	Payroll - Will payroll be paid, via the County payroll system, through this Class/Location?  
	
	Yes
	
	No


	2
	HRMS – Should this Class/Location be added to HRMS for allocation of personnel?  
	
	Yes
	
	No


Description of Location:

	

	


	Location Address is:
	
	Ship To
	
	Bill To
	Redelivery Address:
	
	Yes
	
	No


	
	
	

	Street Address
	
	Floor #


	
	
	
	
	

	City
	
	ZIP
	
	Building #


	
	
	
	
	
	
	

	Name of Contact
	
	Phone
	
	Extension
	
	FAX #


	Auditor-Controller Approval 
	

	
	
	
	
	

	
	
	Approved 
	
	Denied

	
	
	
	
	

	
	Senior Accountant , General Accounting Division, Office of the Auditor-Controller
	
	Date
	

	
	
	
	
	


	Distribution – By Accounting Records in the Auditor-Controller’s Office                       Date Distributed: ______________



Original - Auditor-Controller (General Accounting) 


	SPM Form GL - 6
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Establish/Update/Inactivate Class/Location Checklist



	To Be Completed By the Auditor-Controller’s Office




CHECKLIST

	(Circle One)

	No.
	Add
	Inactive
	Description
	(
	Initials
	Date

	1
	
	
	Is Class Used in Payroll (e.g., location#)?
	
	
	

	
	A
	I
	Update PeopleSoft and crosswalks
	
	
	

	
	A
	I
	Communicate Change
	
	
	

	2
	
	
	Location Status?
	
	
	

	
	A
	I
	Forward Information to Rivco Help
	
	
	

	
	A
	I
	Communicate change
	
	
	


	COMMENTS:
	


	
	

	
	


Notes to preparer:

1. A class refers to a physical address (i.e. 1000 Main St.) and a location refers to a floor, room suite, or other designation within an existing class.


2. If two unrelated departments share the same physical address, they should each have their own location, but they should use the same class.  Therefore, the second department to move into the same building needs only request a location; the first department should have already done the work of requesting a class for that address.


3. For Class/Location requests only, please do not staple the pages.


4. Route requests to Chartfield Processor of the Auditor-Controller at mail stop 1050.
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