Appropriate Account Coding Criteria for

Facilities, Service Centers & Internal Services


Expenses that can be charged to Facilities 2540 for cost centers 101, 201, 401

322 - Repairs & Maintenance: charges that directly affect the facility structure, wiring, heating/cooling, plumbing, locks/keys for the building, charges for the replacement of equipment such as a new furnace, new toilet, new window, new door, and new carpet – directly affecting the building structure

Expenses that should be charged to the appropriate Service Center/ program budget

310 - Purchased services 

321 - Cleaning Services (janitorial contracts and all window, carpet, & floor cleaning services)

322 – Repairs & Maintenance – service center equipment, pest extermination, vehicles, machinery, lighting (custodial supplies, floor cleaning supplies, air quality tests, etc. DO NOT go here)

323 – Security systems & monitoring
324 - Rentals of equipment or space for use by the service center or program

410 – Consumable supplies – Includes general office and teaching/classroom supplies, paper, custodial supplies, coffee, drinking water & rental of water dispenser. Items that can be used up

411 – Food Supplies/Service – Staff Meeting/Training Food, Refreshments or Meal Service NOT reimbursable by NSLP
440 – Newspapers/Magazines/Periodicals
450 – Food Supplies/Service - Student Food/Snack or Meal Service reimbursable by NSLP. (*Classroom reinforcers/incentives will remain in 410).   

460 – Non-Consumable Items (Typically exceeds $200)
491 – Vehicle Operation/Supplies

640 – Dues, Fees & Memberships
341, 342, 344 – Travel/Conference Registration – should be charged to the account the employee is paid out of unless the employee is traveling for a specific program/grant; in that case it should be charged to the program/grant.  ALL conference travel/registration must be handled by Tammie Wing, Fiscal Services.
Service Expenses that should be charged to the 199 Internal Services Fund

325 - Electricity

326 - Gas – heating

327 - Water/Sewage 

328 – Garbage

329 - Rentals of all Copiers (regardless of location), Does Include maintenance agreements, repairs, add’l copies, overages, staples, & toner cartridges (*Paper will remain in 410). 

351 – Telephone – monthly service, maintenance agreements, and repairs for the phone system are included here; however, replacements of phones, headsets, etc. are not to be charged here

353 – Postage and any postage meter supplies
All Invoices for these services will be billed to the ISF – regardless of funding source (i.e. grant). Send any invoices you receive to Accounts Payable, do not enter a requisition.
