LIFESPAN

OFFICE OF RESEARCH ADMINISTRATION

Attachment to Research Account Codes and Descriptions
Research Expense Code Guidelines

The following are guidelines to be used in determining the expense code that most appropriately describes the type of expense that will be charged to internally and externally funded projects which are administered through the Office of Research Administration (ORA).   This is not a policy statement and the appropriate policies (see below) should be reviewed in regard to the allowability and the approval of the expense.  
These guidelines are not all inclusive and their intent is to clarify the appropriate classification for certain types of expenses.  Some variations in the interpretation of the type of expense and account code are expected.  

Please use the most recent Employee Expense Reimbursement Form and Check Request Form found on the Lifespan intranet at Administrative/Finance/Accounts Payable/Forms.
When using more than one account code for a reimbursement or check request, list the accounts and each amount on the form or on an attachment to the form.

Please refer to the following polices and guidelines on the Lifespan Intranet at Administrative/Finance:

· Expense Approval Guidelines, Fin-19 (7/1/06)

· Fixed Asset Capitalization, Policy number LS-9 (7/1/05)
· Human Subject Payments, Policy number LS Finance #14

· Travel, Policy number LS-17 (4/1/10) and Abbreviated Travel Guide
· Use of Check Request (Form A-11) and Employee Expense Reimbursement Voucher (Form A-92), Fin-21 (7/1/05)

TRAVEL AND MEETING EXPENSES

Travel – Hospital Employees (Account 8625)
Travel for hospital should be charged to account code 8625.  This account code includes airfare, lodging, meals (during the course of travel), ground transportation, parking and tolls.  All other expenses incurred during the course of the travel should be coded to separate expense codes such as 6920 for telephone and internet, 8670 for printing, graphics and posters and 7590 for other purchased services.  The travel code 8625 also includes mileage for the use of a personal automobile to and from an offsite location.  Alcoholic beverages including the tax and tip must be identified and excluded from all personal travel reimbursements, unless allowed under the Lifespan Travel Policy with respect to charging Non-Grant Research Restricted Funds.  Account code 8890 should be used for the alcoholic expenses.

Account code 8620 should be used for registration fees for the meeting, seminar, or conference.
Travel – Non-Hospital Employees (Accounts 8629, 8627)
Non-hospital employee travel should be coded to account 8629.  This includes physicians in group practices (medical foundations), site visitors on research projects.  Travel expenses for candidates interviewing for a position should be coded to account 8640 as a recruitment expense.  
Travel expenses such as taxi fares for study participants should be coded to account 8627.

Travel – Trainee (Account 8910)

Travel expenses incurred by trainees on training grants such as a T32 or F32 should be coded to account 8910 for domestic and foreign travel, if stated on the award.
Meeting Expense (Account 8668)
Meeting expenses for onsite or local meetings that involve Lifespan employees during which focused business discussions take place should be coded to account 8668.  The cost of food is included in the meeting expense, but it must be reasonable and necessary for the meeting.  The Office of Research Administration should be contacted in regard to the allowability for charging sponsored projects.  The purpose of the meeting or agenda and a list of attendees must be included with the expense reimbursement request.  
Training, Seminars and Registration (Account 8620)

Training, seminar and registration expenses are coded to Account 8620.  The registration fee that is required by a professional group or organization to attend a seminar or conference is charged to account code 8620, and should be identified separately to this account code on a travel reimbursement. 


Special Functions (Account 8665)
Special functions are major activities or events held on behalf of employees, donors and other individuals and should be coded to account 8665.  Account 8665 includes the cost of a function hall, food and entertainment.  Alcoholic beverages including tax and tip should be identified and in some cases not involving sponsored projects may be reimbursable to the employee with ORA approval and should be coded to account 8890 - Other Non-reimbursable expense.
Food (Account 5620)

Food expense is for individual staff, study participants or visitors from internal or external vendors.  In most cases, food will be included as part of the travel, meeting, special functions or seminar expense.  
EQUIPMENT

Equipment (Account CE)

Capital Equipment is coded to account CE.  The account is later changed by the financial system to account 6399 when the item is capitalized. Refer to the Fixed Asset Capitalization Policy for equipment definitions and acquisition cost thresholds.
RESEARCH PATIENT CARE

Patient Care Research (Account 8930 or 8935)

In-patient patient care provided by a Lifespan affiliated hospital should be coded to account 8930.  Out-patient patient care provided by a Lifespan affiliated hospital should be coded to account 8935.  Research patient care services provided by one of the physician groups for the professional component or by another non-Lifespan affiliated hospital should be coded to account 7545 – Outside Testing.

SUBRECIPIENT AND RESEARCH SITE PAYMENTS

Payments to subrecipients that meet the criteria described in OMB Circular A-133, Section .210 are coded to account 8985.

Payments to research sites that perform services under a research study protocol and do not provide scientific or clinical direction to the study are coded to Account 8986.  These sites are considered vendors.
MISCELLANEOUS EXPENSES

The account code 8990 – Miscellaneous Research Expense should be used only in exceptional cases when a more accurate expense code description is not available.
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