Budget Office Procedure

Account Setup Procedure


To ensure correct steps are taken and documentation is provided to support request for new accounts.  This will ensure timely processing of requests.  
The “New General Ledger Account Setup Form” is available at: http://www.marquette.edu/comptroller/forms.shtml.

The following guidelines should be followed in order to establish a new account.  This should not be followed for new grant accounts.

1) Documentation is needed for all new accounts

a) Temporary Restricted and Endowed

i. Only donors can restrict gift funds

ii. Documentation from donors should be a letter or gift agreement with a specific purpose
iii. UA Gift Services will complete account set up form, attach documentation, and obtain authorized signatures

i. Cash must be received before gift account can be established.  However, a pledge of $50,000 is sufficient to establish a new endowment.  

b) New RC's

i. Memo required from department/college explaining need for new RC and funding source
c) Agency/Receivable
i. Letter about organization and explaining why account is needed

2) Title and Purpose

a) Title - Short phrase which will be used as account title in general ledger
b) Purpose - one line description of project.  It cannot have words such as "carryover account" or "discretionary spending”

3) Responsible person is the person who will receive the monthly account statement
4) Account types:

1) Restricted Account

a) Temporarily Restricted (4XXXX restriction) - This category represents contributions that the donor has restricted the use of funds to a specific purpose.  These funds carry over from year to year indefinitely.  Non-endowed scholarship is restriction 47XXX.
b) Endowment (80XXX – 83XXX restriction) - This category represents earnings generated from endowment funds (endowment spending authority) that the donor has restricted the use of the fund to a specific purpose.  These funds carry over from year to year indefinitely.  General endowment is restrictions 80XXX and scholarship endowment are restrictions 81XXX – 83XXX.
c) Quasi Endowment (53XXX restriction) - This category represents earnings generated from funds that University management has designated to function like endowments (endowment spending authority).  At the start of each fiscal year, spending authority is established.  These funds must be expended in the same fiscal year that spending authority is established.  Any unexpended monies at the end of the fiscal year will be absorbed into Marquette University’s general unrestricted net assets.  Management’s reserves the right to re-designate or expend these funds at any time (The President (current or previous) designated the funds to be used for a particular purpose and therefore can be re-designated at the President’s discretion).
2) Agency/Receivable - An account that is established when Marquette is asked by outside organization to perform bookkeeping services.  Examples of agency accounts are student government and professional educational organization when Marquette employees are officers.

3) Responsibility Center:
a) Unrestricted (00000 restriction)

b) Designated (6XXXX and 7XXXX (not 70XXX) responsibility center) - This category represents contributions received during the current year to support general expenditures of an academic area.  These monies must be spent during the year received except for contributions received during the last quarter (April, May, June).  Monies received during the last quarter can be retained for use during the following fiscal year.  If these monies are not spent by fiscal year end the funds will be absorbed into Marquette University’s general unrestricted net assets.
c) CIP (31XXX, 32XXX, and 35XXX responsibility center) – Capital projects organized and controlled through ITS, Facilities Services, or University Architect.  Project scope and funding source need to be provided with the request.  Bond funded projects have responsibility center 32XXX.
5) For restricted accounts

a) Specify type of restriction per the definitions provided above

b) Describe the specific purpose of this restricted account as outlined in the donor agreement
c) Include the responsibility center that the restricted number should be paired with
6) Authorized Signers - Employees who have signing authority on the account 
7) Account form routing and approvals

a) For restricted accounts, UA Gift Services will complete the form and send temporarily restricted to Budget Director and Endowed Accounts to Chief Investment Officer

b) RC's and Agency/Receivable to be sent for review and approval to Budget Director
c) Budget Director sends approved form via email or hard copy to Comptroller’s Office

d) Comptroller’s Office assigns account number and scans form with the account number to a SharePoint site 
e) Comptroller's Office notifies UA Gift Services if it is a restricted account.  A security form, with the new account number listed on it, is sent to the responsible person
f) UA Gift Services sets up account in Raisers Edge for gift processing
