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COMMONLY USED EXPENSE ACCOUNTS 
-----------------------------------------------------------------------------------------------------------------------

Last Revisions: 06/13/12
ACCOUNT#
ACCOUNT NAME and DEFINITION
Supplies are materials on hand which are used in the course of daily activity.  They are generally considered to be consumable and are divided into several specific accounts.  Supplies do not include books which are coded to account 710641.
710000
Office supplies:  These are your usual office and desk supplies, e.g. pens, pencils, staples, staplers, calendars, notebooks, etc.

710001
Class Supplies: These are supplies that will be used in the classroom, e.g. chalk, blackboard pens, etc.

710002
Lab Supplies: These are supplies used in the laboratory in science and language courses, etc. 

710003
Health Care Supplies:  These are supplies like First Aid kits from the Health Center or any outside vendor.

710004
Maintenance Supplies:  Used primarily for Facilities accounts.  

710005
Housekeeping Supplies:  Used primarily for Facilities accounts.

710006
Special Events Supplies:  Supplies for a department sponsored special event which is not part of normal operations.

710007
Guest Room Supplies:  Used primarily by the Kress Inn.

710009
Copier/Printer/Fax Supplies:  Paper and toner.

710010
Cleaning Supplies:  Used primarily for Natural Sciences, Facilities, and food service, catering & conference services, and the Kress Inn.

710049
Other Supplies:  Supplies not falling into the above categories.  For example: coffee, soft drinks, bottled water.

710050
Memberships: Expenditures for membership fees and all costs related to membership in an organization.

710060
Subscriptions: Expenditures for subscriptions to periodicals, etc., information access systems, and inclusions in directories which are not connected with memberships.

710080
Printing/Duplicating: Expenditures for copier charges and the cost of printed materials and forms,  from the College Copy Center or outside printers.

710100
Postage: Expenditures for postage, UPS service and other shipping charges like Federal Express.

Telephone is divided into two accounts.
710120
Telephone: Use for local and long distance telephone and telegram service, purchase of telephone equipment, installation charges and repairs.

710121
Fax: Use for all Fax transmissions, purchase of facsimile equipment, installation charges and repairs.

Electronic Payments are divided into two accounts.
710140
Credit Card Operations: Merchant Service fees for those accepting payments by credit card.

710145
ACH/EFT Fees: Fees charged for transmitting money electronically.
Advertising is divided into three accounts.
710160
Advertising-Employment: This account is used when a department is placing an ad in local or national media for an open or new employment position.

710161
Advertising-Programs: This account is used when a department is placing an ad in local or national media for a program the department is presenting or sponsoring, whether educational, religious, athletic of theatrical.

710180
Promotion: Expenses incurred for promotional discounts, give-a-ways, etc.

Rentals are divided into four accounts.
710220
Property rental: Expenditures for short-term rental of real property when there is no extended contract involved, e.g. renting a facility for a few days for some activity.

710221
Equipment Rental: Expenditures for short-tern rental of equipment, e.g. motor vehicles, boats, compressors, etc.

710222
Supplies Rental: Expenditures for rental of light materials, e.g. tools, dinnerware, etc.

710223
Film Rental: Expenditures for rental of films or videos for education or entertainment.

Leases are divided into two accounts.

710240
Property Lease:  Expenditures for long-term usage of real property, based on a signed lease agreement, e.g. Calaway garage, St. Boniface School.   

710241
Equipment Lease:  Expenditures for long-term usage of major equipment, based on a signed lease agreement, e.g. motor vehicles, computers, copiers, mailing machines, etc.

Conventions/Travel/Professional Activities are divided into four accounts.

710280
Conventions and Conferences:  Professional enhancement expenditures for conventions, seminars, workshops, academic or technical courses, whether on campus, local, or out of the area.  This includes lodging, meals, registration fees, course fees, textbooks, and other related materials.

710281
Travel:  Expenditures by SNC personnel (employees and students, permanent or temporary) for transportation associated with conventions, seminars, academic courses, technical courses, or any other work-related activity travel, (with or without student participants), whether local or out of the area.  This includes the following transportation costs: expenses for car, bus, plane, or train; vehicle rental costs, parking fees and toll charges.

710282
Travel Advances:  Dollar advances for those traveling and/or participating in conventions and conferences or other professional activities.

710289
Other Professional Activities:  Expenditures for food and beverages for on-campus meetings.  Meals, lodging and entry fees for off-campus business, e.g. meetings, public relations events, recruitment, interscholastic academic or athletic events, etc., whether local or out of the area.

Hospitality and Entertainment are divided into three accounts.

710300
Hospitality:  Expenditures for meals, lodging, and travel for in-coming guest speakers, prospective employees, athletic officials from outside sources, etc.

710301
Entertainment:  Expenditures for entertainment events like dinners, dances, athletic or theater events, whether on-campus, local, or out of the area.  Also, expenditures for non-monetary gifts of appreciation to anyone for sympathy, get well, birthday, service, etc. and employee recognition events like anniversary and retirement celebrations.

710302
Employee Receivables:  Dollar advances to employees for a specific reason.

Equipment and Furnishings Accounts

710500-Equipment and Furnishings:  Expenditures for new or used equipment, furniture and vehicles meeting the following criteria:

· value between $100 and $4,999.99 (lower value would generally be considered supplies and higher would be a Capital Expenditure)

· generally would be given an inventory tag for tracking and insurance purposes

717020- Capital Expend-Equipment and Furn:  Acquisition costs for new or used equipment, furniture and vehicles meeting the following criteria:

· life expectancy greater than one year

· value of $5,000 or greater

· generally would be given an inventory tag for tracking and insurance purposes

Capital expenditure items are treated as capital assets for financial statement purposes and are subject to depreciation.

710506
Computer Hardware:  Expenditures with a value less than $5,000 for computer equipment, including monitors, keyboards, printers, cables, disk drives, network cards, modems, etc.

710507
Computer Software:  Expenditures for computer programs and software, including software license fees.

Equipment Repair and Maintenance is divided into two accounts.

710520
Equipment Repair and Maintenance:  Expenditures for repair and maintenance of equipment, including the cost of major parts necessary for repair and maintenance of equipment.

710521
Service Contracts:  Expenditures for equipment maintenance agreements and servicing contracts.

710641-Books:  All books.

710740
Honorariums: Expenditures for stipends or gratuities given to an individual for a special service rendered or honor received.  It is considered compensation by the IRS and is therefore reportable income and subject to the appropriate taxes (Federal, State, FICA and Medicare).  When this gratuity is given to a regular or student employee of the College it must be sent to the Human Resources Office on a Personal Action Form (PAF), and processed through the Payroll system. If the person is a non-employee an honorarium may or may not need to be processed through the payroll system, depending on the circumstances.  Please check with the payroll department before initiating the request.

Professional Fees defined:

Expenditures for professional services provided by an outside vendor, e.g. attorneys, doctors, consultants, temporary help agencies, custodial services, dance bands, etc.  Payment to any individual, charging this object, must fulfill the requirements of an Independent Contractor.  The person cannot be a current regular or student employee of the College.

A "reasonable basis" must exist for the person to qualify as an Independent
Contractor.  In this case special federal regulations apply.  The following fairly summarizes the regulations without including all the details:  1) The person is hired to perform a specific service, independent of the hiring entity's operations.  2) The person usually makes his/her services available to the general public, and is free to work for as many employers as desired.  3) The person makes use of his/her own methods, materials, tools, and time schedules.  4) The person sets his/her own fee and is customarily paid a lump sum for the specific service provided.  5) The person must provide a Social Security Number, or an Employer Identification Number (if the person pays wages to one or more employees).   

If those five prerequisites are in order, a person may qualify as an Independent Contractor and be issued an Accounts Payable check with no tax deductions.  The Requisition should be sent to the Business Office.  It must include NAME, ADDRESS and SOCIAL SECURITY NUMBER / or an EMPLOYER IDENTIFICATION NUMBER.  At the end of the calendar year the person will receive an IRS Form 1099-MISC indicating all payments received by that person from the College during the calendar year.  

If the individual is a non-employee, but does not qualify as an Independent Contractor, the person is to be treated as a Temporary Employee.  The request for payment should be sent to the Human Resources Office on a Personal Action Form (PAF), and be processed through the Payroll system.  

Professional Fees are divided into six accounts:

710760
Legal Fees:  Fees paid to attorneys and required government fees.

710761
Audit Fees:  Fees paid to audit firms or government agencies for auditing services, including the cost of producing audit reports for SNC distribution. 

710762
Consulting Fees:  Fees paid to various firms and individuals for consulting services. Includes fees paid to audit firm for non-audit related consulting.

710763
Management Fees:  Fees paid to financial managers of investment portfolios.

710764
Performance Fees:  Fees paid to performing artists, guest lecturers, etc. or their agents.

710769
Other Professional Fees:  Fees paid to doctors, hospitals, temporary help agencies, custodial services, telephone answering services, third-party billing agencies, collection agencies, etc. 

710990
General Other Expenses:  Expenditures not fitting into any other expense category.  Only to be used where another account does not more appropriately apply to the expense.  
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