Description of  Selected Accounts
Revenue
Revenue is income from sources outside the University.  Generally, funds being transferred within the University, from another cost center, should be used to reduce the expense incurred.  For example, Creative Marketing purchases table banners and charges their expense account (665000).  Each admissions office “purchases” some banners from Marketing and the credit to Marketing goes back to their initial expense in 665000 (using a Transfer of Actual Expenses Form).  Revenue has not been recorded, they have reduced their total expense.

401100
Tuition - Classes - Tuition revenue (tuition rate times number of credit hours) for 



regularly enrolled students.

401400
Tuition - Drop - Amount of tuition retained by the school when students drop 



classes after the drop-add refund period.

401500
Tuition - Audit Classes - Revenue from audited classes is one-half the regular 



tuition amount.

403100
Tuition Discount - School-awarded scholarships and awards, for example, 




assistance grants, academic merit and Dean’s scholarships.

403101
Tuition Discount - Other - The school’s portion(75%) of University-awarded 



100% scholarships.  Examples are the President’s and Chancellor’s 



scholarships, and Latin Scholars.

403102
Tuition Discount - Tuition Remission -  University-awarded benefit for qualified  



full-time employees (75%) and their spouse or dependents (75%).

450100
Sales - Books (Not Bookstore) - This is the only revenue account that can be used 

for book sales by cost centers.  Our preference is that book purchases are 


made by the students directly through the Bookstore or another textbook



source. 
468100 -
Program Activities - Revenues generated for a special event or activity.  Expenses 

469999

under the corresponding expense account number, are usually offset by

these revenues.  These accounts are set up by request to the General 

Ledger Accountant.
Salaries & Wages

590900
Staff Benefits - Other - The overall percentage of benefits charged to a cost center 

for all regular, full-time employees plus the FICA percentage charged on 

all part-time regular, adjunct, and temporary employees.

Operating Expenses

603000
Advertising - newspapers, magazines, radio.  This should be coordinated 




through Creative Marketing.

631000
Duplicating costs - Expenses incurred for photocopying on University 




copiers, Copy Services jobs or outside businesses.

635000
Contracted Services - Charges for services which are contracted with 




individuals and/or companies. 




If contracting with an individual, contact Human Resources to determine 



whether they are an independent contractor.  Prior to the commencement 



of work, the Director must approve and sign the contract.  Contracts with 



Regent employees must be coded through a payroll account. (If money 

was budgeted under contracted services, transfer budget to the payroll 

account to be used.)

635400
Contracted Services - Professional Fees – Consultants’ fees

635700
Contracted Services - Honorariums - Gift for a special speaker.  The individual’s 



social security number must be provided to Accounts Payable.  If the 



individual or organization has set a fee, then a contract must be drawn up 



and the expense is a Contracted Service (see 635000 above).  

635900
Contracted Services - Hired Talent – Actors’ fees for promotional purposes

639000
Conferences & Seminars - All expenses related to conferences and seminars, 



including registration, airfare, hotel, rental car, tips, per diem for meals

647000
Interview Expense - All expenses related to recruiting new employees, including 



travel, lodging and meals.  Please include hospitality charges related to the 


interview process.

649000
Hospitality - Entertaining visitors for business purposes or for special business 



meetings where time is saved and meal time is used for the meeting.  




One exception is office retreats/training sessions involving all office 



personnel.

652600
Maintenance - Equipment - Repairs to office equipment

654000
Memberships - fees for professional organizations

656000
Moving & Relocation - All expenses incurred after being hired to move new 



employees, their families and possessions.  This includes house hunting 



trips and temporary housing once they have relocated.  

662000
Postage/Freight - Mailing and shipping from the University.  This account is not 

to be used for shipping charges on invoices; this should be included with the expense of the item.

664000
Premiums - gifts purchased for donors.  For example, donations are solicited and a 


“thank you” gift is given in return.  There are tax implications to the donor 


for premiums received.

665000
Printing - specially ordered forms, brochures, pamphlets, letterhead, catalogs, 



business cards.  These purchases should be coordinated through Creative 



Marketing.

668100  -
Program Activities - projects or special events where all related expenses are 



captured under one account.  Please contact the General Ledger
669999
Accountant to set up any program activities after budgets have been submitted.

Revenues generated for the event have a corresponding revenue account number.  These accounts are set up by request to the General Ledger Accountant.
671000
Purchasing Card - for accounting use only.  This is a holding account used by the 




accounting office.  When approved statements are received, expenses are 



cleared from this account into the appropriate expense accounts.  Dollar 



amounts appearing in this account on monthly reports indicate that the 



statement, with proper approval and coding, has not been received by the 



Accounts Payable office in a timely manner.

682000
Small Equipment & Furnishings - individual items costing less than $2,500.00. 



Examples include chairs, shredders, calculators.

682200
Small Equipment – Computer Hardware – hardware purchases costing less than     


$2,500.00.

683000
Continuations - for the libraries (4001, 4005)

685100
Supplies - Academic - supplies needed for teaching/instruction.  For example, 



books used by a professor for teaching a class.

685300
Supplies - Office - supplies, such as paper, pens, and file folders, which are used 




in the office.

685900
Supplies - Computer Other - This account is charged for computer supplies, such 




as toner for printers.

688000
Telephone - Long Distance - Long distance fees including calling cards, toll-free 



line fees and off-campus phone lines.

688100
Telephone - Equipment - equipment charge for on-site telephones

688200
Telephone – Cell – fees including monthly “air time” and pagers

689000
Travel/Lodging/Meals - expenses incurred for business-related travel not associated with a conference or seminar.  Mileage costs ($.375) should be coded under this account.  Per diem of $38 per day is allowed for meals ($8 breakfast, 
$10 lunch, $20 dinner).



Examples include recruiting events, travel to off-site campus (DC), etc.

Capital Expenditures
Capital expenditures are individual items which cost over $2,500 


and have a useful life of three or more years.  These expenses must be sent to 



Purchasing for approval.
774000
Furniture & Equipment - Examples are desks, file cabinets, and sofas.

777100
Computer Hardware - All computer purchases must go through Computer 




Services.

777500
Computer Software - All software must be purchased through Computer Services 



and all software licensing must be tracked by them.
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