Mount St. Joseph University
Expense Account Descriptions

Account Coding
The Mount uses a 4-part account code: FF-CCCC-AAAA-PPPP, where:

FF Fund code

CCccC Cost Center code

AAAA  Account code (general ledger account)
PPPP Project code

All purchase orders (PO) must have a fund code, cost center and account code. Project codes are optional when
using fund 10. If the purchase order is not coded to fund 10, it must also have a project code.
For example:

10-2300-6250 Education department postage expense (including Fed Ex charges)
10-8510-6111-ADM Office supplies for Institutional Advancement, project ADM
21-4416-6234-ELDI Hospitality charges for the Ethical Leadership Initiative Grant
22-8550-6243-FOOT Football fundraising account - travel charges

These accounts are not used in PO’s and are coded only by Fiscal Operations.

Salaries
5110 Instructional Salaries
e Full-time or pro-rata faculty.
5120 Part-Time Instructional Salaries
5121 Overload S1 & S2
e Overloads of full-time faculty.
5123 Stipends
5125 Instructional Salary for Summer Programs
5210 Administrative and Professional Support Salaries
e Non-instructional salaried personnel.
5310 Secretarial and Support Salaries
e Full and part-time hourly personnel
5390 Co-op Salaries
5410 Student Salaries
e Students attending Mt. St. Joseph employed through the college.

Use these account codes when completing purchase orders. Please make sure to use the description field in the
purchase order which helps later when viewing past activity.

Supplies and Expenses
6111 Office and Instructional Supplies
e Materials and supplies used for classroom instruction and office administration of the department
6112 Laboratory Supplies
e Materials and supplies to be used in classroom instruction by the students; generally a lab fee is
charged to the student for items in this account.
6114 Subscriptions
6190 Copies
e Includes copies made on MSJ copiers and printing charged via Pharos (printers/copiers on
campus)
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Mount St. Joseph University
Expense Account Descriptions

Supplies and Expenses (continued)
6125 Gifts-In-Kind
e Gifts-in-Kind are charged back to the department receiving the gift in an amount equal to the gift
revenue received by the department. (revenue = expenses for GIK)
6220 Telephone Charges

Advertising Costs and Promotion
These accounts are for marketing the University, fund raising campaigns and enrollment/admissions advertising.
This category will be subdivided as follows:
6232  Advertising
e Promotional communications via radio, television, newspapers, magazines, social media
6233 Printing
e In-house or computerized printing of brochures or other College publications. All printed
supplies/forms including business cards, name tags/badges, customized departmental stationery,
athletic schedules/media guides.
6234 Hospitality
e Gifts (including small value promotional items), meals, or other entertainment promoting the
good will of the College; includes AVI meal tickets/catering expense

Travel and Conference Expenses
The accounts below are for travel & the travel of authorized persons attending conferences and meetings.
This category will be subdivided as follows:
6241 Membership Dues
6242 Conference Expenses
e Travel (airfare, mileage, parking, tolls, etc.), lodging, meals and registration. All expenses
related to attending the conference should be charged to this account.
6243 All Other Travel
e Admissions recruiting, sports recruiting, non-conference travel, mileage for site visits. Meals
while traveling should be recorded to this account UNLESS hosting a meal in which an
individual(s) outside the Mount is attending.
6250 Postage Costs
e Postage costs through the College mail room and miscellaneous postage purchases, including
payments to outside vendors such as UPS/FedEx
6310 Professional and Consulting Services
e Consultant fees, honoraria paid, and any other payment of a professional service; all payments to
non-employee contractors
6320 Repair and Maintenance
e Repair and maintenance for department equipment, including service contracts;
e But, the purchase of new equipment should be coded to #7100.
6330 Rental and Leases
6411 Operational Supplies
e When purchasing gas for the MSJ Vans and Busses, charge 10-6700-6411

Equipment
7100 Equipment

e All equipment purchases that have a useful life greater than 1 year, regardless of cost
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