SECTION 9:  ENCUMBERING GUIDELINES/FREQUENTLY USED ACCOUNT CODES

All expenditures are to be encumbered out of the appropriate Banner fund, organization and account code.  Please refer to the current Banner Chart of Accounts for specific information.  Copies are available from the Controller’s Office.  To keep account code integrity, the Purchasing Department may change the account code listed on the purchase requisition to reflect the appropriate account code that may be charged for that transaction.  The following is a general guideline for the most commonly used Accounts.
3361
Honoraria


Services provided such as lecture/seminar

3371
Other Services


Legal services

4A04
Supplies – Computer

Paper, ribbons, toner, cartridges, diskes, etc….

4A06
Supplies – Software

For purchase of software programs

4A17
Supplies – Office/General
Supplies related to conducting business in an office

4A18
Supplies – Instructional
All supplies directly related to classroom function

4A23 
Supplies – Copier

Toners, dry ink, developer, etc….

4B01
Rentals - 


Rental of all equipment (film, rooms etc…)






Software is excluded

4C05
3rd Party Maintenance

Maintenance and repairs done by anyone who is not






A regular employee of the University

4E01
Dues & Memberships

Fess to belong to an organization

4G01
Postage



Stamps, mailing packages, UPS, Fed Ex

4V08
Awards



Trophies, certificates

4W11
Activities/Field Trips

4W20
Meetings


All costs associated with conducting a meeting or






paying a registration fee for a conference or workshop

4W21
Entertainment


All costs for University related entertainment

4W46
Donation Expense

Contributions made within the Gonzaga community






Or to outside charitable organizations

4W58
Gifts



Items purchased to show appreciation, etc.

5513
General Travel


Transportation (car, bus, airfare, train) meals &






Accommodations for general travel

6304
Office Equipment – Cap Exp
All capital equipment which will be used for offices






such as furnishings & office equipment of $1500 or






more

6305
Office Equipment – Copiers
All copier capital equipment purchases

6308
Computer Hardware

All costs associated with the purchase of computer 






Hardware if purchased as a package

