ACCOUNT DEFINITIONS 
 1. SALARIES  
To be determined in consultation with the Senior Administrative Officer in each area.

 2. BENEFITS  

To be calculated by Human Resources.

 3. STUDENT SERVICES 

Departments should indicate the hours requested.  

 4. FOOD SERVICES  
Food Service
· Account #70020 - All expenses related to food for various departmental activities. (Check the Employee Handbook on the HR web page for specific guidelines.)
Hall Director’s Meals

· Account #70030 – All expenses related to the daily meals of the hall directors.
 5. TRAVEL

Travel – Professional Conferences
· Account #70200 - All expenses relating to conferences, training sessions and schools such as travel to and from  the activity, hotel bills, taxi fare and any other charges that would be related to expenses of travel. 

 



Travel -  Other 
· Account #70210 -  Includes payment for transportation, mileage and related expenses of travel for meetings and other trips that are not considered conferences, ie., travel in connection with art exhibits, music recitals, etc.
Travel – Development

· Account #70220 – All expenses relating to travel in the for the development department.
6. PRINTING & DUPLICATING




Printing Services
· Account #70410 – All expenses associated with printing at the Document Center
Printing – Off Campus

· Account #70420 – All expenses associated with all contracted printing or photocopying from outside sources.

Copying – On Campus

· Account #70430 – All expenses associated with all copying done on campus 
7.
INSURANCE

Account #70520 – All expenses associated with insurance costs.

 8.
ADVERTISING 

Account #70620 - All costs of advertising in various publications.  (Advertising for an open position gets charged to the Dean’s Office.)
9. 
MEMBERSHIP & DUES
Account #70700 - All charges for professional memberships or dues to professional organizations that are for departmental or College memberships.  Do not include personal memberships.

10. PURCHASED SERVICES
Computer Purchased Services

· Account #70920 – All expenses related to internet and networking services.
Software License
· Account #70940 – All expenses for software licenses.
Book Binding

· Account #71010 – All expenses associated with book binding services.

Trash Removal

· Account #71080 – All expenses for removing trash.  Toxic and hazardous waste removal should be coordinated through the compliance officer. 

Miscellaneous Purchased Services

· Account #71090 - Costs of services not otherwise classified. This would include services provided by non-college personnel such as officials for athletic events.  
11.
EQUIPMENT REPAIR
Account #71140 – All expenses related to contracts for equipment repair.
12. CONSULTANTS

Consultants

· Account #71300 – Costs of non-college personnel providing consulting services.

Lecturers & Others

· Account #71310 – Costs of services to have outside presenters coming to campus to give talks or lectures.  This includes any stipends or travel reimbursements.
13.
SUPPLIES
Supplies – Office

· Account #71800 – All expenses for supplies used for the office

Supplies – General

· Account #71810 – Expenses for supplies not otherwise classified

Supplies – Instructional

· Account #71820 – All expenses for supplies used in the classroom.  Audiovisual supplies are not charged here. 
Supplies – Audio Visual

· Account #71830 – All expenses for audiovisual supplies used in the classroom. 
Supplies – Campus Ministry
· Account #71840 – All expenses for supplies used for campus ministry purposes.
14.
NON-CAPITAL
Non-Capital Equipment

· Account #72000 – All expenses related to all equipment purchases that will cost less than $5,000 or have a life of three years or less.  Supplies should not be charged to this account.  Items may include calculators, most typewriters and some items of office furniture.  Computer equipment and software should not be charged here.

Non-Capital Computer Equipment

· Account #72060 – All expenses related to computer equipment purchases that will cost less than $5,000 or have a life of three years or less.  
Non-Capital Computer Software

· Account #72070 – All expenses related to computer software purchases that will cost less than $5,000 or have a life of three years or less. 
15.
POSTAGE

Account #72500 – All expenses for postage, freight and express delivery charges and any other cost of transporting articles.
16.
LIBRARY MATERIALS
Books & Publications

· Account #73200 – All expenses incurred in acquiring books and other publications.
Subscriptions

· Account #73210 – All expenses for subscriptions to magazines, newspapers or other publications.

17.
MEDICAL SUPPLIES
Account #73500 – All expenses relating to the purchase of medical supplies and medicine.
18.
TELEPHONE & FAX
Fax

· Account #73900 – All expenses incurred when sending or receiving fax communications.
Telephone – Long Distance

· Account #73910 – All expenses related to long distance telephone charges
19.
RENTALS
Rental Expense

· Account #74360 – Expenses related to rental facilities such as cleaning supplies, utilities, etc. 
20.
PUBLIC RELATIONS
Account #75200 – See financial policy 50-1 for specific rules regarding expenses in this category. (Check the Employee Handbook on the HR web page for specific guidelines.)
