
Shedding light on 



 The term budget unit applies to the total 
coding elements, except for the object/account 
code, used to describe expenditures.

 Expenditure codes will always include 16 
digits:
 Fund (1)

 Source of Fund (3)

 Function (4)

 Location (3)

 Program (3)

 Subject Area (2)



 Fund

 Source of Fund

 Function

 Location

 Program

 Subject Area

 Object/Account



 2365 1105 016 110 00  66100

 2 : Fund

 X365 : Source of Funds

 XXXX 1105 : Function

 XXXX XXXX 016 : Building/Location

 XXXX XXXX XXX 110 : Program Code

 XXXX XXXX XXX XXX 00 : Subject Code

 XXXX XXXX XXX XXX XX  66100 : Object or 
Account Code



 Arkansas utilizes 9 broad fund groups

1 Teacher Salary Fund

2 Operating Fund

3 Building Fund

4 Debt Service Fund

5 Capital Outlay/Dedicated M&O Fund

6 Federal Grants Fund

7 Activity Fund

8 Food Service Fund

9 Fixed Asset Fund



 The three-digit source of fund code allows for 
the segregation of revenue and expenditures 
based on a specific funding source, authority or 
purpose.

 When tied to the one-digit fund code, a sub-
fund is created with a unique cash and other 
balance sheet accounts

 State requires specific source of fund codes for 
some restricted revenue and expenditures –
categorical funds, state facilities funds, most 
federal funds.



 2365 1105 016 110 00  66100

 X365 : Early Childhood Program
(X000  =  Restricted Revenue)

(X223  =  Professional Development)

(X501  =  Title I )



 The function describes the activity being 
performed when a service is provided or a 
material object is received. Classified into 5 
broad areas:
 1000 Instruction

 2000 Support Services

 3000 Operation of Non-Instructional Services 
(Food Service, Community Services)

 4000 Facilities Acquisition and Construction

 5000 Other Uses (debt payments, transfers, indirect    
cost, payments to other LEA’s)



 2365 1105 016 110 00  66100

 XXXX 1105 : Pre-School

(1XXX = Instruction)

(2XXX = Support Services)



 2365 1105 016 110 00  66100

 XXXX 1105 : Pre-School

(1110 : Kindergarten)

(1120 : Elementary)

(1130 : Middle/Junior High)

(1140 : High School)

(1150 : Athletics)

(1160 : Interscholastic Activities)

(2134 : Nurse)

(2222 : Library/Media Services)

(2410 : Office of the Principal)

(2661 : Resource Officer)



 Location codes are normally the three-digit
LEA number assigned by the state to each 
school.

 Expenditures relating to the following 
functions generally must be charged to the 
appropriate school by using the location code:

1000 Instructional Services

2100 Student Support Services

2400 School Administration (Principals)



 2365 1105 016 110 00  66100

 XXXX XXXX 016: LEA Building Number

 016 Eastside Elementary

 017 High School

 018 Middle School

 019 Westside Elementary

 020 Junior High

 021 Wooster Elementary



 A program is a plan of activities and procedures 
designed to accomplish a predetermined objective 
or set of objectives.

 Any one program can involve revenues from 
multiple funds and source of funds and require 
expenditures from multiple functions.

 The program code is used to track the total 
expenditures relating to any one program.

 The state requires the use of program codes for 
some programs such as Special Education, NSLA 
Funded Programs, Athletics, Extra-Curricular 
Activities, Gifted and Talented,  and ALE.



 2365 1105 016 110 00  66100

 XXXX XXXX XXX 110 : Pre-School
(115 : Extra Curricular Athletics)

(116 : Extra Curricular Activities)

(200 : Special Education )

(270 : Gifted & Talented)

(438 : Alternative Education)



 The subject area code is currently not required 
by the state

 At Greenbrier we use the subject area code to 
track state mandated expenditures  for 
elementary classrooms.

 Each elementary teacher is assigned a subject 
code number.



 2365 1105 016 110 00  66100

 XXXX XXXX XXX XXX 00 Subject Code
(50 : HIPPY)

(teacher numbers – elementary)



 The object code is a five-digit number used to 
describe the service or commodity being 
purchased. The 9 broad object/account codes for 
expenditures are:

61000 Salaries

62000 Benefits

63000 Professional and Technical Services

64000 Property Services

65000 Other purchased services

66000 Supplies and Materials

67000 Property (Capital Outlay)

68000 Other Expenditures

69000 Other Uses of Funds



 2365 1105 016 110 00  66100

 XXXX XXXX XXX XXX XX  66100 : Supplies
(63310  : Certified Prof. Dev.)

(63320  : Classified Prof. Dev.)

(64110  : Water/Sewer)

(64310  : Non Tech Repair)

(65310  : Telephone)

(65830  : Out of District Travel, Cert)

(65870  : Non- Employee Travel)

(65880  : Meals)

(67330  : Furniture & Fixtures)





1. There are ____ digits in an expenditure budget 
unit.

 A. 14

 B. 16

 C. 18

 D. 698,981,360  (plus 5 for the account code)



2. The Fund is _____

 A. The first four digits in a budget unit

 B. The first digit in a budget unit

 C. A savings account for a trip to Hawaii

 D. Money we use to buy flowers when a co-
worker is sick.



3. The three digit source of fund code allows for 
segregation of revenue and expenditures based 
on a specific funding source, authority or 
purpose.

True

False



4. The Function _____

 A. Describes the activity being performed

 B. Requires calculus to interpret

 C. Means nothing to anyone except ADE

 D. Is an event held at Panther Pavillion



5. The Location Code ____

 A. Is cubed for Real Estate :(Location, Location,       
Location)

 B. LEA number assigned by the State to each 
school

 C. Where I last laid my car keys



6. The Program Code _____

 A. Is used to track total expenditures relating to 
any one program

 B. Is required by the State for specific programs

 C. Is a plan of activities and procedures 
designed to accomplish a predetermined 
objective or set of objectives

 D. All of the above



7. The Subject is _____

 A. What is being taught in our classrooms

 B. A loyal follower of the King

 C. The theme or topic of a report

 D. Currently not required by the State, but used 
at Greenbrier to track money spent by 
elementary teachers and various other 
programs



8. The Object (Account) is ____

 A. A 5 digit number used to describe a service or 
commodity being purchased

 B. A thing that can be perceived by the senses

 C. The love of your life (the object of your 
affection)

 D. A lawyers phrase used when opposing to 
remarks by others (I object!)



 Requisitions:

 Use Correct Vendor

 Complete ATTENTION line

 Be thorough in your description

 Who, What, When, Where

 Over estimate the cost (to include, shipping, taxes, etc)

 Code correctly

 Remember timeline for conversion

 If you are flagged…..



A  FLAG IS A FLOG!!!!





 Do not pay for travel 
from your supply 
budget because you 
have money in 
supplies and your 
travel budget is 
empty. Complete a 
budget transfer to 
move money into 
travel and correctly 
code the expenditure.

Travel         Supplies      Textbooks



 Always have 
vendor complete 
a W-9 PRIOR to 
using  their 
services



 Expenditures for memberships in student or 
school professional organizations.

Ex: FFA (student organization membership fees)

Ex: NCA CASI (school accreditation fees)

REMEMBER…
Employees pay their own dues and 
fees for membership in professional 

organizations



 65830 – Certified Mileage

 65840 – Classified Mileage

 65880 – Meals

 65890 – Lodging

 65870 – Non-Employee Travel (expenditures 
for student tickets for events, conferences, 
meals, etc.)



 35¢ per mile (4 people per car – list riders on TR1)

 $25.00 per day for meals

(no tipping)

(no room service fees)

(no valet parking fees)

 Meals only reimbursed for overnight stays

(Little Rock not approved for overnight)



 Must have PO # to sign card out

 Must return card immediately when finished

 Leave original receipt w/signature in Central  
Office (take copy to attach to PO for payment)

 Use Walmart card for Walmart purchases, etc.

 Send over white, signed copy of PO when 
purchase has been made



 Attach ORIGINAL invoice 

 Sign Invoice

 Sign white copy of Purchase Order

 If PO is to remain open, send purple copy with 
invoice

 You may keep the yellow copy of the PO for 
your records



April 23, 2010 ðLast day to submit requisitions 
for processing

May 21, 2010 ðNext yearõs budget due in Central 
Office

June 4, 2010 ðLast day teachers will be on 
campus. Be sure to get all necessary receipts 
for payment, etc. before your teachers leave 
for the summer (any documents you will need 
to close all open purchase orders)

June 30, 2010 ð2009-2010 School Year will be 
closed. All purchase orders still open will  be 
closed as final.


