





addition, the “option price’ under a bona fide lease with option to purchase is properly payable
from the item 'equipment’.

ELECTRONIC DATA PROCESSING

This includes all expenditures incurred for the lease, rental or purchase of electronic data
processing equipment and related devices, supplies, services, material and space therefore, and
personal services needed, including expenditures for the acquisition of electronic data processing
equipment under multi-year lease, lease-purchase or installment purchase contracts for terms of



Step 2: Identify the specific account code to use. Available account codes to use as of 12/1/2021
are as follows:

CONTRACTUAL SERVICES (1200)

Account Code Description
1201 Petty Cash Fund Establishment/Reimb




Account Code

Description

1265 Contract Employee Part in Def Comp
1266 Court Reporting And Filing Services
1268 Combined Settlement/Attorney Paymt
1269 Legislative Staff Services

1271 Surety Bond And Insurance Premiums
1272 Travel, Non-State Employee, Pay To
1273 Advertising

1274 Registration Fees To Vendors

1275 Subscriptions

1276 Registration Fees To Employees

1277 Association Dues

1278 Interviewee Expenses, Reimbursement
1279 Employee Tuition And Fees







TRAVEL (1290)

Account Code Description
1291 In-State Travel, Reimbursements Emp
1292 Out-Of-State Travel, Reimbursements
1293 In-State Travel, Payments To Vendor
1294 Out-Of-state Travel, Pay To Vendors
1295 Travel, Mileage Reimb to Employees
129101 In-ST Travel Reimb, ATH Recruiting
129201 Out-Of-ST Travel Reimb, ATH Recruit
129301 In-ST Travel Pay Vendor,ATH Recruit
129401 Out-Of-ST Travel Vendor,ATH Recruit

NOTE: Travel expenditures and reimbursements to non-University employees will be charged
under contractual services — 1272 or 128601 (Athletics).



COMMODITIES (1300) and PRINTING (1302)

Account Code Description
1302 Printing
1303 Revenue Stamps
1304 Office And Library Supplies
1308 Educational And Instructional Mater
1310 Mechanical Supplies
1314 License Plates
1332 Industrial And Shop Materials
1335 Rock Salt & Calcium Chloride For Ro
1341 Coal And Coke
1342 Fuel Oil And Bottle Gas
1345 Gasoline And Oil For Off Road Equip
1350 Medical, Scientific & Lab Supplies
1360 Food Supplies
1370 Wearing Apparel
1391 Household , Laundry And Cleaning Su
1392 Forage, Farm, & Garden Supplies
1393 University Central Supply Services
1394 Office And Library Equip (<$1,000)
1395 Small Tools, (<$999.99)
1396 Medical, Scientific Equip (100
1397 Household Equip (<$500)
1398 Equip., Not Classified, (<$500)
1399* Commodities, Not Elsewhere Classified

*Commaodities, Not Elsewhere Classified - Charges for the acquisition of consumable supplies not
properly chargeable to any other "Commodities" account. Includes the cost of packing materials,
cartons, and wrappers; recreational supplies; sleeping bags; evidence bags; microfilm;
photographic and musical supplies; badges; items purchased for resale in gift shops or at fairs.



EQUIPMENT, EDP (Electronic Data Processing) AND LIBRARY BOOKS (1500)

Account Code Description
151002 Off. Furn. & Equp. (=>$1,000)
151003 Off. Furn. & Equp. (=>%$5,000)
151502 EDP Equip. (=>$1,000 & H.T =>$500)
151503 EDP Equip. (=>$5,000)
152102 Passenger Automo. (=>$1,000)
152103 Passenger Automo. (=>$5,000)
152202 Motor Vehicles (=>$1,000)
152203 Motor Vehicles (=>$5,000)
153002 Household Equip. (=>$1,000)
153003 Household Equip. (=>$5,000)
154002 Mach. Tools (=>$1,000 & H.T =>$500)
154003 Machinery & Tools (=>$5,000)
155002 Sci. Inst. (=>$1,000 & H.T =>$500)
155003 Scientific Instrum. (=>$5,000)
156003 Library Books (=> $0.01)
156102 Train. Mat. (=>$1,000 & H.T =>$500)
156103 Training Materials (=>$5,000)
158103 Intangible Assets (=>$100,000)
158203 Capital Lease Equip (=> $5,000)
159902 Equ.Not El. (=>$1,000 & H.T =>$500)
159903 Equip-Not Elsewhere (=>$5,000)
159999 Capitalized Equipment

H.T. means high theft (example: computers, laptop, ipad, etc.)

*Equipment, Not Elsewhere Classified. Charges for the acquisition at the delivered price including
transportation and assembling/installation costs, of equipment not chargeable to any other account.
Includes athletic, playground and recreational equipment; musical instruments, radios,
photographic equipment; firearms, security alarms, wheelchairs, televisions, trailers, and GPS
locator for off-road equipment.

NOTE: Installation costs, contracted separately from the purchase of an equipment item, are to
be charged to the same account as the unit of equipment was charged.



TELECOMMUNICATIONS (1700)

Account Code Description

1702 Telecom Exp Reimb to State Employee
1710 Repair And Maintenance Telecom
1721 Rental, Telephone Services And Equi
1722 Rental, Data Communication Service
1723 Rental, Radio Communication Service
1725 Communications Serv Pro U/Tariff
1728 Video Conferencing
1729 Rental, Other Communication Service
1730 Parts And Supplies For Telephone
1740 Answering And Paging Communication
1795 University Central Telecom Service
1799* Telecom Not Elsewhere Classified

175002 Tele. Data (=>$1,000 & H.T =>$500)

175003 Teleph, Data, Radio (=>$5,000)

H.T means high theft (example: mobile devices)

*Telecommunication Services, Not Elsewhere Classified. Charges for telecommunication services
not chargeable to other accounts. Includes advertising in a directory, and refurbished fax
cartridges.



OPERATIONS OF AUTO (1800)

(Expenses incurred for University owned or leased vehicles)

Account Code Description
1892 Bulk Tires
1893 Repair And Maintenance, Auto Equip
1894 Parts And Fittings, Auto Equipment
1895 Bulk Fuel
1896 Gasoline, Oil And Antifreeze
1897 University Central Transportation
1898* Automotive Services, Not Elsewhere
1899** Automotive Expenses, Not Elsewhere

*Automotive Services, Not Elsewhere Classified - Charges for automotive services which do not
fall within the more specific classifications under "Operation of Automotive Equipment,”
including charges for parts or materials used to render the services as long as supplying the parts
or materials was incidental to providing the service. Examples include vehicle testing services,
services of locksmiths, inspections, and transporting autos. Payments for automotive supplies and
other nonservice payments not within the more specific classifications should be charged to
account code 1899.

**Automotive Expenses, Not Elsewhere Classified - Charges for vehicle registration fees, EPA
fees, tire user fees, cleaning supplies, and other nonservice automotive expenses which do not fall
within the more specific classifications under "Operation of Automotive Equipment.” Includes
payments for reimbursement to University employees for automotive expenses (including
gasoline) in connection with Official State Business provided the employee adequately accounted
for the expense. Payments for automotive services not within the more specific classifications
should be charged to account code 1898.



PERMANENT IMPROVEMENTS (6600)






Need Help?

Contact the Financial Reporting Group
For general questions on which account to use, contact:
Rona Lagdamen, Controller

Email: rlagdame@csu.edu
Ext: 2044

Chat Viacrusis, Chief Accountant
Email: cviacrus@csu.edu
Ext: 2027

For questions related to equipment account code, contact:

Sam Khankan, Property Control Accountant
Email: hkhankan@csu.edu
Ext: 4524




Do you know?

Do you know that you can also use the comment section of CSU-Buy if you have any account
code questions for your requisition? Just follow the steps below.

(1) Go to the comments section of your requisition in CSU-Buy.
(2) Click Add recipient




(3) Enter the last name of the person you want to inquire with and hit search.

(4) Under action, hit the + sign to add the person.



(5) Type-in your questions in the comments box. Make sure to include the name of the person
you want to inquire with to get better turnaround. Note: Uncheck the box before the name
of the person you don’t want to get notified with your comments.)

(6) Click the check mark ( ) at the top right-side corner.




