Financial Policy 1.22

Attachment A
Revised 03-07-14

ALLOWABLE DEPARTMENT OPERATIONAL EXPENDITURES*


	Description
	Object Code
	Conditions

	Office Supplies
	2250
	Only office supplies stored and distributed through the Department’s warehouse to the Jefferson City Central Offices and District Offices.  Supplies for Pitney-Bowes meters and copy paper for all offices is also chargeable to department ops funds. Toner cartridges for copy machines only are chargeable to department ops funds. This does not include toners for printers, fax machines, or multi-function devices. All other supplies will be chargeable to the grant or other funding sources designated by the division/center.  See also Attachment B to this policy.

	Postage
	2265
	If mailing is 200 pieces or more of the same size and weight and for the same purpose (i.e. quarterly newsletters) the costs will be chargeable to the grant or other funding source designated by the division/center.  Mailings under 200 pieces of mail will be chargeable to department operations.  Department Ops will continue to pay for postage meters, permit fees, and post office box rentals.  Department Ops will not be responsible for covering postage for telecommuters.  See also Attachment B to this policy.

	Building Repair Supplies
	2310
	Only when necessary for normal business operations.  If requested for the convenience of the division/center but not necessary for normal business operations, then chargeable to the grant or other funding source designated by the division/center.

	Custodial Supplies
	2313
	Always, except for services covered through shared appropriations or leases.

	Electrical Supplies
	2316
	Always, except for services covered through shared appropriations or leases.

	Mechanical Supplies
	2319
	Always, except for services covered through shared appropriations or leases.

	Plumbing Supplies
	2322
	Always, except for services covered through shared appropriations or leases.


	Other Repair & Maintenance Supplies
	2331


	Only when necessary for normal business operations.  If requested for the convenience of the division/center but not necessary for normal business operations, then chargeable to the grant or other funding source designated by the division/center.

	Telecommunication Supplies
	2400
	Only when necessary for normal business operations.  If requested for the convenience of the division/center but not necessary for normal business operations, then chargeable to the grant or other funding source designated by the division/center.

	Telecommunication Charges
	2403
	Always, except toll-free numbers, dedicated lines and circuits, and telecommuter bills that will be chargeable to the grant or other funding source designated by the division/center

	Cellular Telephone Charges
	2412
	Only Department Director’s Office (Org 3000) and Division of Administration.

	Pager & Beeper Charges
	2415
	Only Department Director’s Office (Org 3000) and Division of Administration.


	Answering Charges
	2421
	No.  


	Mailing Services
	2454
	Only when department-wide benefit is achieved.  If service is for an identified program or division, the costs will be chargeable to the grant or other funding source designated by the division/center.

	Express & Freight Services
	2457
	Only when department-wide benefit is achieved or request is received from external organization for literature/supplies stored in warehouse.  If service is for an identified program, the costs will be chargeable to the grant or other funding source designated by the division/center.  See also Attachment B to this policy.

	Security Service
	2472
	Always, except for services covered through shared appropriations or leases.

	Accounting & Auditing Services
	2499
	Only when performed on a department-wide basis.  If for specific division/center, costs are charged directly to the grant or other funding source designated by the division/center.

	Moving Services
	2532
	Only when necessary for normal business operations.  If requested for the convenience of the division/center but not necessary for normal business operations, then chargeable to the grant or other funding source designated by the division/center.

	Electrical Repair & Maintenance Services
	2574
	Always, except for services covered through shared appropriations or leases.

	Mechanical Repair & Maintenance Services
	2577
	Always, except for services covered through shared appropriations or leases.



	Communication Equipment Repair & Maintenance
	2592
	Only for expenditures related to the telephone system; except for services covered through shared appropriations or leases.  Department Ops will not cover fax machines, cellular phones, beepers, and other communication equipment repair and maintenance.

	Office Furniture & Equipment Repair & Maintenance
	2598
	Always for copier maintenance and postage or mailing equipment. Also see attachment B to this policy.


	Specific Use Equipment Repair & Maintenance
	2601
	Only for expenditures related to custodial equipment, including maintenance contracts.  



	Vehicle Repair & Maintenance
	2610
	Always, except for maintenance on vehicles associated with specific programs or functions.

	Mailing Equipment
	2727
	Always for equipment utilized in General Services.


	Site Improvements
	2823
	Always, except for services covered through shared appropriations or leases.

	Building/Facility 

Construction Services
	2835
	Always, except for services covered through shared appropriations or leases.

	Building/Facility Renovation & Rehabilitation Services
	2836
	Always, except for services covered through shared appropriations or leases.



	Parking Leases
	2868
	Always, except for services covered through shared appropriations or leases.

	Office Furniture & Equipment Rentals
	2916
	Only for expenditures related to postage meter rentals.

	Communication Equipment Rentals
	2925
	Only Department Director’s Office (Org 3000) and Division of Administration.

	Relocation Costs, Offices
	2940
	Only when necessary for normal business operations.  If requested for the convenience of the division/center but not necessary for normal business operations, then chargeable to the grant or other funding source designated by the division/center.


*Object codes not listed are subject to review and approval by the Division of Administration prior to charging to Department Operations.

Page 1 of 3

