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IMPORTANT JV and PURPOSE/ACCOUNT RULES
· Sufficient explanation and justification is required on Journal Voucher webforms because it is your backup.  
· This is an example of appropriate backup: “To move $176.00 of Pro Card charge to other Purpose; original transaction GPC0012345 2/25/2005 140600 CHEM112345 $1,573.40.”
· Enter a meaningful Short Description on Journal Vouchers.  It carries over to the Description field in transaction detail queries and web statements. 

· The campus community may only use Account 167900 for Capital Equipment.
· Capital Equipment has a unit value of $5,000 and greater

· When moving a capital equipment charge on a webform, you must include the tag number associated with the equipment
· Generally, if an expense charge or revenue receipt is being moved from one Purpose to another, you would use the same Account code on both sides of the transaction.  

· Exception - if you are correcting an “Account code” error.  (There are other limited exceptions.)
· Employee ID is required on JV’s when salaries or graduate student financial aid is involved.  

· Moving prior year activity (expense or revenue in excess of $500) in Purposes with Funds of either OPBAS or OPSS requires Budget Office approval.
· Use of correct transfer codes is monitored by the General Accounting office.
· 199700 is used on both sides of the transaction when transferring between Purposes within the Operating Funds group (OPBAS, OPBAL, OPSS).
· 199700 is used on both sides of the transaction when transferring between Purposes within the Non-Operating Funds group (NOLOA, NOEND, NOPLT).
· 199800 is used on both sides of the transaction when making a transfer from an Operating Fund to a Non-Operating Fund and vice versa.
· 199500 is used on both sides of the transaction of an F&A transfer between a “11” Purpose and a “17” Purpose and vice versa.

· Transfers are reviewed to see if the transactions are allowable, such as:

· No transfers from Operating and Non-Operating funds to Agency funds
· No transfers between unrestricted and restricted Purposes
IMPORTANT UNIVERSITY POLICIES which will be included in a JV audit
(For more info on policies refer to http://www.udel.edu/ExecVP/policies/)
· No charges for alcoholic beverages are permitted to University basic budget Purposes (Funds = OPBAS and OPSS) or to government contracts/grants/award Purposes.
· Accounts for Meals and Refreshments: see R-5 in Reference tab in this manual
· Contact the Gift Processing Office upon the initial recipient of any gift (cash and securities, as well as gifts of other tangible and intangible personal property and real estate) to the University.  The phone number is 831-1249.
For most forms, at least one Approver who is not the originator/drafter, is required.
Any Questions, please contact General Accounting at 831-2175.
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