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SOP for Instructional Fund Accounts related to Honors Tutorial College

Purpose

Outline procedures for funding and rules for allowable spending in Instructional Fund Accounts. 

Definitions

Honors Tutorial College (HTC) transfers funding to various departments to help support the department’s role as tutorial agent.  Instructional Fund Accounts have the following project numbers & descriptions:

· UN1203538		HTC Instructional Funds (used across multiple organizations-does not   
include organization 12010)
· UN1203539		HTC Instructional Funds Anthropology
· UN1203540		HTC Instructional Funds French
· UN1203542		HTC Instructional Funds Neuroscience
· UN1203544		HTC Instructional Funds Studio Art				


Procedure

	I.	Funding

A.	Budget Transfer
For accounts with the same Fund Type-Fund account segments Honors Tutorial College will initiate a budget transfer using natural account code 125000 to fund each department’s Instructional Fund account.

B.	Non-Mandatory Transfer
For accounts with different Fund Type-Fund account segments Honors Tutorial College will initiate a Funding Transfer using non-mandatory transfer natural account codes.

	II.	Spending

A.	Approved Categories & Natural Account Codes
The two categories into which authorized expenditures fall concern professional development expenses for faculty and expenses related to educational opportunities for HTC students.  
Only the following natural accounts are authorized for use in dispersing HTC instructional funds: 
· 320000  Instructional Supplies
· 400000  Travel Living Expenses 
· 410000  Conference Registrations 
· 451000  Operation of OU Vehicles 
· 461000  Business Meetings 
· 471000  Field Trip 
· 493000  Travel Living Expenses Foreign 
· 952000  Computer Equipment 
· 961000  Research Equipment 

Spending may be allowed in other NA codes if deemed allowable by HTC.  No personal expenditures are allowable.  Anything purchased belongs to the University.  Spending is subject to all the spending policies and procedures of the University.


B.	Required Approval
Tutors may not have control of the funds in this account; therefore tutors must get secondary approval for all purchases out of these accounts (i.e., signoff by supervisor, etc., on Requisitions and Direct Payment forms, or electronic approval by supervisor, etc., for online transactions).  Email approvals are acceptable.
 

	III.		Example Transactions

[bookmark: ExampleFor_I_C]A.	example associated with section I.A. above

1.	HTC prepares a Budget Transfer form to distribute funding to the College of Business.  These are the cost centers used on the form: 

Increase Budget-Debit	010.0000.05010.125000.UN1203538	Business
Reduce Budget-Credit	010.0000.12010.125000.UN1203538	HTC

B.	example associated with section I.B. above

1.	HTC prepares a Journal Entry form to distribute funding to the College of Medicine (COM).  These are the cost centers used on the form: 

Debit	010.0000.12010.983300.UN1203538	HTC
Credit	010.0500.30200.983400.UN1203538	COM

If there is an activity that isn’t addressed anywhere above, and you think it should be, please email a detailed description to sanok@ohio.edu for review.  This SOP is subject to change.
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