KENNESAW STATE
UNIVERSITY

OFFICE OF FISCAL SERVICES
Procurement and Payment Services

Allowable Cost Matrix

Last Updated 2/26/24

TECHNOLOGY GRANTS AND
DEPT SALES INDIRECTS FEES RESTRICTED
GEN OP§ GEN OPS GEN OP§ AUX SVCS STUDENT _ '8 SERVICES | Eamedfrom FUND CODES FUNDS CUSTODIAL | PURCHASING METHOD(S)
TYPE OF EXPENSE STATE APPROP TUITION EEES OPERATING ACTIVITIES 7035 overhead on 16xxx FUND CODES AGENCY KSU FOUNDATION KSURSF ATHLETIC
FUND CODE FUND CODE FUND CODE FUND CODES FUND CODE FUND CODES grants Purchases must be 20xxx FUND CODES LSS0/ e L\ 1[o]\ (P) = Preferred Method when more than
10000 10500 10600 12xxx 13000 FUND CODES | technology related | Expenditure must 6xxxX one option is provided.
14xxx
15XXX and student match purpose or
reaching mission of grant
Payment Request (up to $2,499.99)
YES (P) Purchase Order* ($2,500+)
Advertising - 7272xxx P-Card (must follow transaction limits)
(Media/Classified/Promotional) YES VES YES YES YES YES VES NO Ogg:ﬂ;wf:n?y YES YES VES YES KSUF Blackbaud
9 KSURSF
KSUAA
Alcoholic Beverages- Educational - 714102 Only if directly Only if directly | Only if directly linked Only if directly linked [ Only if directly linked Only if directly linked YES
(Classroom & Academic Programs) linked to credit linked to credit to credit course or to credit course or | to credit course or to credit course or If allowable and (P) KSUF Blackbaud
course or program. | course or program. program. NO NO program. program. NO program. NO approved per KSU NO NO Payment Request (up to $2,499.99)
USG BPM Section 19.8 Must be listed in Must be listed in Must be listed in Must be listed in Must be listed in Must be listed in Foundation Purchase Order* ($2,500+)
syllibus. syllibus. syllibus. syllibus. syllibus. syllibus. Guidelines
Alcohol ges- Entertai Ifall YE; d YES
allowable an
P) KSUF Blackbaud
" NO NO NO NO NO NO NO NO NO NO approved per KSU | Only if allowed by NO (
USG BPM Section 19.8 Foundation KSURSF Fund. KSURSF
Guidelines
Appliances for Employee/Visitor Use in Office Payment Request (up to $2,499.99)
SBx;g)a(l)((;oom or Gommon Space - 745 or YES YES YES YES Must be‘(iﬁiommon YES YES :’PzI::(;c:‘naussi f(:\r\:\j/rtrﬁzs’asggn limits)
X . . Must be in common | Must be in common | Must be in common | Must be in common Must be in common | Must be in common NO NO NO YES YES YES {
(i.e. Stove, Oven, Microwave, Refrigerator, Coffee use area for KSUF Blackbaud
Maker, Toaster, Keurig, etc) Does NOT include use area use area use area use area students use area use area KSURSF
supplies after initial purchase. KSUAA
Payment Request (up to $2,499.99)
YES (P) Purchase Order* ($2,500+)
Appli for Lab y or Use - . P-Card (must follow transaction limits)
743xxx or 843xXX YES YES YES YES NO YES YES YES O(r;\rya:va':l}lzjwer:r:y NO YES YES NO KSUF Blackbaud
9 KSURSF
KSUAA
Application Fegs - College NO NO NO NO NO NO NO NO NO NO NO NO NO
(employee applying to a college)
Payment Request (up to $2,499.99)
(P) Purchase Order ($2,500+)
Cable TV - 771700 YES YES YES YES YES YES YES NO NO NO YES Only if allowed by ves  |P-Gard (mustfollow ransaction limits)
(business related purpose) KSURSF Fund KSUF Blackbaud
une KSURSF
KSUAA
Campus Service Centers YES :ES)SFL;:;E:::;WMI Entry
(i.e. Printing & Copying, Telecomm, etc) YES YES YES YES YES YES YES YES Only if allowed by YES YES YES YES KSURSF
Parking is not an acceptable use of public funds. Grant/Program KSUAA
Chamber of Commerce Dues/Membership Only if allowed by (P) KSUF Blackbaud
USG BPM Section 19.3 NO NO NO NO NO NO NO NO NO NO YES KSURSF Fund. NO KSURSF
Citations, Fines & Penalties NO NO NO NO NO NO NO NO NO NO NO NO NO
(Employee, Visitors, Students, Etc)
. . . . . . . . ; Only if employee
Clothing for employees - 7142xx Only if required by | Only if required by | Only if required by | Only if required by | Only if required by | Only if required by | Only if required by Only if required by ) . . Payment Request (up to $2,499.99)
L2 P, - required by mgmtto | Only if required by "
(Clothing with KSU Logo used in official University| mgmt to wear and | mgmtto wearand [ mgmtto wearand | mgmtto wearand | mgmtto wearand | mgmtto wearand | mgmt to wear and mgmt to wear and . (P) Purchase Order* ($2,500+)
X YES wear clothing - limited| mgmt to wear and -
capacity; Collared, Button Down or Golf Shirt, follows the value | follows the value follows the value follows the value | follows the value follows the value follows the value . follows the value P-Card (must follow transaction limits)
- - NO Only if allowed by to $50 per calendar | follows the value and YES
Sweater, Vest, Outerwear, etc) and frequency and frequency |and frequency limits.| and frequency and frequency and frequency  [and frequency limits. GrantProgram and frequency ear per employes - | frequency limits. KSUF Blackbaud
limits. USG BPM | limits. USG BPM USG BPM limits. USG BPM | limits. USGBPM | limits. USG BPM USG BPM J fimits. USG BPM | e b e B 2347 14 KSURSF
USG BPM 5.3.17.1.1 53.17.11 53.17.11 53.17.11 53.17.141 531711 53.17.11 531711 531711 rquiredpp DA KSUAA
YES Must b:is roved
College Work Study - 723xxx YES YES YES YES YES YES YES NO Only if allowed by NO u PP NO YES (P) KSU Payroll
Grant/Program and processed

through the University



https://www.usg.edu/business_procedures_manual/section19/C1566/
https://www.usg.edu/business_procedures_manual/section19/C1566/
https://www.usg.edu/business_procedures_manual/section19/C1555/
https://www.usg.edu/business_procedures_manual/section5/C1235/#p5.3.17_taxable_fringe_benefits

TECHNOLOGY GRANTS AND
FEES RESTRICTED
GEN OPS GEN OPS GEN OPS AUX SVCS STUDENT % % FUND CODES FUNDS CUSTODIAL / PURCHASING METHOD(S)
TYPE OF EXPENSE STATE APPROP TUITION FEES OPERATING ACTIVITIES " 0ss | overhead on grants 16xxx FUND CODES AGENCY FOUNDATION KSURSF ATHLETIC
FUND CODE FUND CODE FUND CODES FUND CODES FUND CODE 9 Purchases must be 20xxx FUND CODES L.SCe[o LY (o'l (P) = Preferred Method when more than
FUND CODES FUND CODES ¥ . .
10000 10500 10600 12xxx 13000 technology related | Expenditure must 6xxxXX one option is provided.
14xxx 15XXX
and student match purpose or
reaching mission of grant
Only allowable if | Only allowableif | Only allowable if
Faculty member | Faculty member Faculty member Only if allowed by Payment Request (up to $2,499.99)
Commencement Regalia required to wear in | required to wear in | required to wear in NO NO NO NO NO Gryam/Pro ramy NO NO NO NO Purchase Order* ($2,500+)
Official Capacity | Official Capacity |Official Capacity and 9 P-Card (must follow transaction limits)
and KSU owned. | and KSU owned. KSU owned.
Payment Request (up to $2,499.99)
. . . ) . Purchase Order* ($2,500+)
N o | e | e | ot ot | oy | A | US| o gty outaasy i v
P program | p program | p prog Grant/Program KSURSF Fund. | ATH Association. |KSUF Blackbaud
or club fees. or club fees. fees. Agreement Fund. K
SURSF
KSUAA
Payment Request (up to $2,499.99)
Computer Charges - 771800 YES Only if allowed by YES (P) Purchase Order* ($2,500+)
(Internal, Maintenance, Internet) YES YES YES YES YES YES YES YES Only if allowed by NO KSU Foundation Only if allowed by YES KSUF Blackbaud
*Cannot reimburse personal computer expenses Grant/Program Fund. KSURSF Fund. KSURSF
KSUAA
YES Payment Request (up to $2,499.99)
Computers - 744xxx or 8433xx YES Only if allowed by Must follow KSU YES (P) Purchase Order* ($2,500+)
(Purchase of computers) YES YES YES YES YES YES YES YES Only if allowed by Custodial olicies and process Only if allowed by YES KSUF Blackbaud
*Cannot reimburse personal computer expenses Grant/Program Agreement P P KSURSF Fund. KSURSF
through KSU first
KSUAA
Ietrations - Payment Request (up to $2,499.99)
B HGA a2
1o p 9 9 YES YES YES YES YES YES YES NO Only f allowed by YES Must follow KSU YES YES KSUF Blackbaud
award to be eligible) L
Travel Policies Grant/Program policies KSURSF
KSUAA
Credit Card Fees - 727140 YES YES YES YES YES YES YES NO YES YES NO YES YES P-Card
Payment Request (up to $2,499.99)
Decorations - 714100 YES YES YES YES YES YES YES YES YES (P) Purchase Order* ($2,500+)
(i.e. Flowers, Ballons, Table Cloths, Glassware, Only for official Only for official Only for official Only for official Only for official Only for official Only for official NO Only if allowed b YES YES Only for official YES P-Card (must follow transaction limits)
Table Rental, Chair Rental, etc. related to official | Institute business | Institute business | Institute business | Institute business | Institute business | Institute business | Institute business Gr)e/am/Pro ramy Institute business KSUF Blackbaud
speakers and events and not entertainment) and events and events and events and events and events and events and events 9 and events KSURSF
KSUAA
YES YES
Donations to Charitable Organizations NO NO NO NO NO NO NO NO NO NO Musthave a direct | Under specific NO (P) KSUF Blackbaud
connection to conditions related to KSURSF
organization KSURSF's mission
Employee Relocation - 565100 - Payroll YES
(moving companies, temporary housing, housing YES YES YES, under specific
allowance, etc) Pay via \P((iﬁ Payroll Pay via KSU Pay via \P((ifl Payroll | Pay via \P((iﬁ Payroll NO Pay via \P((ifl Payroll | Pay via 123 Payroll NO Only if allowed by NO th’\:‘;us‘:f(gme;:e:ﬂ\ condifions related to YES (P)KSU Payroll
Y Y Payroll Y Y Y Y Y Y Y Y Grant/Program ¢ first YOl KSURSF's mission
HR Policy
E:\y;:;)"yee Tuition Reimbursement - 557100 Only if allowed by only falowed by
NO NO NO NO NO NO NO NO NO NO KSU Foundation NO (P) KSU Payroll
Fund KSURSF Fund.
HR Policy und.
. Payment Request (up to $2,499.99)
fo";i:::'rzi’::g';::de"' event and/or related YES YES ony falowed by (P) Purchase Order* (§2,500+)
) Only if directly linked Only if allowed by ) Only if allowed by P-Card (must follow transaction limits)
(DJ, Band, Music Group, Speaker, etc.) NO NO NO NO YES to credit course, NO NO NO Custodial KSU Foundation KSURSF Fund. YES KSUF Blackbaud
. program or event. Agreement Fund. KSURSF
USG BPM Section 24.3 KSUAA
Only if allowed by Only if allowed by YES (P) Purchase Order* ($2,500+)
Equipment > $4,999 - 843xxx YES YES YES YES YES YES YES YES GrZam/Pro ramy Custodial Must be processed YES YES KSURSF
9 Agreement through KSU first KSUAA
. ) : . Only if allowed by YES (P) Purchase Order* ($2,500+)
5?;;2??1!:3;::" $3,000 - $4,999 - 743200, YES YES YES YES YES YES YES YES Og‘é:j;,';‘”f:ﬂ"’y Custodial Must be processed YES YES KSURSF
g 9 Agreement through KSU first KSUAA



https://fiscalservices.kennesaw.edu/travel/policies-procedures.php
https://policy.kennesaw.edu/
https://policy.kennesaw.edu/
https://www.usg.edu/business_procedures_manual/section24/C2050

TECHNOLOGY GRANTS AND
FEES RESTRICTED
GEN OPS GEN OPS GEN OPS AUX SVCS STUDENT % % FUND CODES FUNDS AGENCY PURCHASING METHOD(S)
STATE APPROP TUITION FEES OPERATING ACTIVITIES = ee 16xxx FUND CODES ATHLETIC
TYPE OF EXPENSE FUNDCODE | FUNDCODE | FUNDCODES | FUNDCODES | FUNDCODE s overhead on GraNs | b ghgses must be 20xxx FUND CODES Il RN PN LN (P) = Preferred Method when more than
FUND CODES FUND CODES ¥ 6xxxx . .
10000 10500 10600 12xxx 13000 technology related | Expenditure must one option is provided.
14xxx 15XXX
and student match purpose or
reaching mission of grant
Payment Request (up to $2,499.99)
Only if allowed by (P) Purchase Order* ($2,500+)
Fan or Heater - Authorized by Building YES YES YES YES YES YES YES NO NO Custodial YES YES YES P-Card (must follow transaction limits)
Management to regulate Office Temperature Agreement KSUF Blackbaud
9 KSURSF
KSUAA
Fan or Heater for Individual Employee Use NO NO NO NO NO NO NO NO NO NO NO NO NO
YES YES
. . A Only if allowed by . . N
Fellowships - 782100 NO NO NO NO NO NO NO NO Only if allowed by NO Dean and Financial NO (P) KSU Financial Aid Office
, KSURSF Fund.
Grant/Program Aid approval req'd
Payment Request (up to $2,499.99)
. . . . . . . Only if allowed by . . (P) Purchase Order* ($2,500+)
: } Only if allowed per | Only if allowed per | Only if allowed per | Only if allowed per | Only if allowed per | Only if allowed per | Only if allowed per Onlyif allowed by | Only if allowed by L
(Fi?d{j ?:::s':g?mgﬁ::::h:r"re;m:ri) USG BPM section | USG BPM section | USG BPM section | USG BPM section | USG BPM section | USG BPM section | USG BPM section NO %’ggﬂggﬁ':e"lﬁa;: Custodial KSU Foundation O;s‘ydraas"?véii;y %H {:22;’230:” ;-scua;dB(I:]::::aojgw transaction imits)
&.p grocery 19.7 and 19.8 19.7and 19.8 19.7and 19.8 19.7and 19.8 19.7and 19.8 19.7and 19.8 19.7and 19.8 Agreement Fund. ’ |
19.7and 19.8 KSURSF
KSUAA
Food/Meals: Classroom & Academic
Programs - 727500
Food that is an integral part of the instructional
methodology (includes students and employees Only for credit Only for credit Only for credit Only for credit Only for credit . Payment Request (';'p 10§2.499.99)
O 8 . " Only if allowed by . (P) Purchase Order* ($2,500+)
whose participation is required). Examples: Food | courses & Institute | courses & Institute | courses & Institute courses & Institute | courses & Institute Only if allowed by . C
X . . . L . L Grant/Program and . Only if allowed by P-Card (must follow transaction limits)
purchases for students in a food appreciation, research activities. | research activities. | research activities. NO NO research activities. | research activities. NO " NO KSU Foundation NO
X . " " " USG BPM section KSURSF Fund. KSUF Blackbaud
cooking or foods and nutrition course, including a | See BPM Sections | See BPM Sections | See BPM Sections See BPM Sections | See BPM Sections 19.7 and 19.8 Fund. KSURSF
continuing education course. 19.8.1and 19.8.2. | 19.8.1and 19.8.2. | 19.8.1and 19.8.2. 19.8.1and 19.8.2. [ 19.8.1and 19.8.2. | : KSUAA
KSU Guidelines for Food Purchases
USG BPM Sections 19.8.1 and 19.8.2
Food/Meals: Conferences & Workshops - (P) Payment Request (up to $2,499.99)
727500 Only if allowed by | Only if allowed by (P) Purchase Order* ($2,500+)
(includes conference & workshop participants- NO NO NO NO NO YES NO NO ng:;ggwfgn?y Custodial KSU Foundation O;S‘ydaasugvéii:y NO KSUF Blackbaud
predominantly non-USG) 9 Agreement Fund. : KSURSF
KSU Guidelines for Food Purchases KSUAA
Food/Meals: Contract/Performer Hospitality -
727720 YES YES (P) Payment Request (up to $2,499.99)
(Events that provide food for performers as Contract must Contract must ) Only if allowed by | Only if allowed by . (P) Purchase Order* ($2,500+)
h . y Only if allowed by . . Only if allowed by
required per the terms of a contract agreed upon NO NO NO NO specify specify NO NO GrantProgram Custodial KSU Foundation KSURSF Fund YES KSUF Blackbaud
by KS. The event must be in conjection with a food/catering food/catering 9 Agreement Fund. : KSURSF
sponsored KSU event.) requirement requirement KSUAA
USG BPM Section 24.3
Food/Meals: Educational or Business
Meetings, Primarily Non-KSU/USG Employees | ) ) ) YES Only if allowed by
727720 Only if allowed per | Only if allowed per | Only if allowed per | Only if allowed per Only i allowed per Only i allowed by Custodial
(Meetings to conduct KSU business involving USG BPM section | USG BPM section | USG BPM section | USG BPM section y P v 4 (P) Payment Request (up to $2,499.99)
; f USG BPM section Grant/Prgrm. Agreement. . .
predominantly non-employees and the meal is an 19.8.3. 19.8.3. 19.8.3. 19.8.3. 1983 Only if allowed by Only if allowed b (P) Purchase Order* ($2,500+)
integral part of the meeting. Can include students, NO o NO NO L L KSU Foundation y Y YES KSUF Blackbaud
A Per diem limits apply. | ~ Per diem limits KSURSF Fund.
volunteers, and employees whose participation is Food Food Food Food " Fund. KSURSF
" . " " Food Food Documentation apply. Food
required) Documentation Documentation Documentation Documentation " § 5 KSUAA
N . y y Documentation Form Req'd Documentation
Form Req'd Form Req'd Form Req'd Form Req'd Form Red'd Form Req'd
USG BPM Section 19.8.3 q q
Per diem limits apply
Food/Meals: Employee Group Meals - 727710 YES YES YES YES YES YES YES Only if allowed b
(Training workshops, staff/faculty meetings, Only if allowed per | Only if allowed per | Only if allowed per | Only if allowed per | Only if allowed per | Only if allowed per | Only if allowed per YES yCusIodiaI Y (P) Payment Request (up to $2,499.99)
includes employees and non-employees whose | USG BPM Section | USG BPM Section | USG BPM Section | USG BPM Section | USG BPM Section | USG BPM Section | USG BPM Section Only if allowed by v quest (up e
RSP Agreement. Per . (P) Purchase Order* ($2,500+)
participation is required.) 19.7. 19.7. 19.7. 19.7. 19.7. 19.7. 19.7. Grant/Prgrm. Per AP Only if allowed by
NO A diem limits apply. YES YES KSUF Blackbaud
Pre-approval and | Pre-approvaland | Pre-approvaland | Pre-approvaland | Pre-approvaland | Pre-approvaland | Pre-approval and diem limits apply. KSURSF Fund.
- ! Food KSURSF
KSU Guidelines for Food Purchases Food Food Food Food Food Food Food Food Documentation Documentation KSUAA
USG BPM Section 19.7 Documentation Documentation Documentation Documentation Documentation Documentation Documentation Form Req'd |
o \ \ \ \ \ \ \ Form Req'd
Per diem limits apply Form req'd Form req'd Form req'd Form req'd Form req'd Form req'd Form req'd



https://www.usg.edu/business_procedures_manual/section19/C1566/
https://www.usg.edu/business_procedures_manual/section19/C1566/
https://www.usg.edu/business_procedures_manual/section24/C2050
https://fiscalservices.kennesaw.edu/accounting-operations/financial_compliance/food_approvals.php
https://fiscalservices.kennesaw.edu/accounting-operations/financial_compliance/food_approvals.php
https://fiscalservices.kennesaw.edu/accounting-operations/financial_compliance/food_approvals.php
https://www.usg.edu/business_procedures_manual/section19/C1563

TECHNOLOGY GRANTS AND
FEES RESTRICTED
GEN OPS GEN OPS GEN OPS AUX SVCS STUDENT % % FUND CODES FUNDS AGENCY PURCHASING METHOD(S)
STATE APPROP TUITION FEES OPERATING ACTIVITIES = ee 16xxx FUND CODES ATHLETIC
EECREIEENSE FUND CODE FUND CODE FUND CODES | FUND CODES FUND CODE D53 overhead on grants | p, 1.2cec must be 20%xx AUDEEES | FOUNDATION KSURSF PYXISTSI I (P) = Preferred Method when more than
FUND CODES FUND CODES ¥ 6xxxx . .
10000 10500 10600 12xxx 13000 technology related | Expenditure must one option is provided.
14xxx 15XXX
and student match purpose or
reaching mission of grant
Onlyifalowed by | O ifalowed by
Food/Meals: Employee Meals while on Official YES YES YES YES YES YES YES Grzm/Pro ram 4 Custodial Only if allowed b
Travel Status - 641130 or 641230 Must comply with | Must comply with | Must comply with [ Must comply with | Must comply with | Must comply with | Must comply with gram. Agreement. v oY Only if allowed by
. L L NO Must comply with KSU Foundation YES (P) Concur TMS (Employee)
Travel Policies travel policies and | travel policies and | travel policies and | travel policies and | travel policies and | travel policies and | travel policies and travel policies and Must comply with Fund KSURSF Fund.
Per diem limits apply meal per diem limits| meal per diem limits| meal per diem limits meal per diem limits | meal per diem limits | meal per diem limits | meal per diem limits meal :r diem limits travel policies and :
P meal per diem limits
Food/Meals: Business Entertainment Meals or Only if allowed by
N N Only if allowed by
Extraordinary Development KSU Foundation
(Retreats, stewardship, donor cultivation, Only if allowed by Fund KSURSF Fund.
receptions for professional NO NO NO NO NO NO NO NO Only i allowed by Custodial Per diem rates DO Per diem rates DO | Only if alowed by | (P) KSUF Blackbaud
; N " Grant/Program NOT apply. KSUAA KSURSF
milestone/achievement, faculty recruitment Agreement NOT apply. .
. ) Pay directly from
entertainment) Pay directly from KSURSF
USG BPM Section 19.8 Foundation
Food/Meals: Sanctioned Student Events -
727730
(Events sponsored by recognized student groups Payment Request (up to $2,499.99)
and other campus events open to the general YES YES (P) Purchase Order* ($2,500+)
student body and deS|gngd to further the . NO NO NO YES YES YES NO NO Only ifallowed by Only if allowed by YES YES YES P-Card (must follow transaction limits)
development and education of students. Ex: GrantProgram Custodial KSUF Blackbaud
concert, variety show/event, performances, coffee 9 Agreement KSURSF
hour) KSUAA
USG BPM Section 19.8
Per diem limits apply
Food/Meals: Student Recruiting Events -
727720 Payment Request (up to $2,499.99)
(includes students, potential students, parents, YES (P) Purchase Order* ($2,500+)
uardians, volunteers and employees whose VES Only if allowed b; P-Card (must follow transaction limit
guardians, vo ploy NO NO NO YES YES NO NO NO Only ifallowed by | O™ Y YES YES YES -Card (must follow transaction limits)
participation is required) GrantProgram Custodial KSUF Blackbaud
9 Agreement KSURSF
USG BPM Sections 19.8.1,19.8.2, and 19.8.3 KSUAA
Per diem limits apply
Food/Meals: Volunteer Events - 727720
(Food for volunteers in those instances where a
quid pro quo relationship exists. Includes advisory YES YES
board, mentor programs, students, volunteers and Payment Request (up to $2,499.99)
A Must be allowable | Must be allowable "
employee whose participation is required.) (P) Purchase Order* ($2,500+)
. - " per USG BPM 19.8 | per USG BPM 19.8 ) Only if allowed by -
Volunteer events with sole purpose of recognition Only for Executive ) N Only if allowed by ) P-Card (must follow transaction limits)
. N NO NO Meal per diem rates| Meal per diem rates YES NO NO Custodial YES YES YES
or appreciation for past services may not be paid Program use. Grant/Program KSUF Blackbaud
. . apply apply Agreement
using any fund source except for Foundation KSURSF
Food/Group Meal | Food/Group Meal
funds. N N KSUAA
Doc Form req'd Doc Form req'd
USG BPM Section 19.8.2 and 19.8.3
Per diem limits apply
Payment Request (up to $2,499.99)
Purchase Order* ($2.500+)
VES P-Card t follow t tion limits
Freight - 714111 YES YES YES YES YES YES YES YES Only f allowed by YES YES YES YES -Card (must follow transction limis)
GrantProgram KSUF Blackbaud
9 KSURSF
KSUAA
Fringe Benefits - 55xxxx Payroll Must b:is roved
Must be paid from same fund as employee's YES YES YES YES YES YES YES NO YES NO and rocpeF;sed NO YES (P) KSU Payroll
payroll P
through payroll
Gasoline (Institute Vehicle Only) - 712100 YES YES YES YES YES YES YES NO YES NO NO NO YES KSU Fuel Card
Gasoline (Personal Vehicle) NO NO NO NO NO NO NO NO NO NO NO NO NO
See Travel Policy
Gift Cards - Employees
(Full Time, Part Time, Students employees, NO NO NO NO NO NO NO NO NO NO NO NO NO
Temps, Regular, etc.)
Gift Cards - Academic Research or Survey Only ifno other
Partici - 751112 or 7271
articipants - 75 or % fund available. YES YES (P) Payment Request (Reimbursement or
(employee, non-employee or student) Generally, tuition VES Only if allowed by Only if allowed by VES Project Advance Fund
YES V. NO YES NO YES YES NO Onlyif allowed by vl alowed by Y "% | only if allowed by NO oject Advance Fund)
. . : , funds should not be Custodial KSU Foundation KSUF Blackbaud
Financial Compliance Pre-Approval Req'd - Grant/Program KSURSF Fund.
- Y A used to purchase Agreement Fund. KSURSF
Individual requests will be reviewed on a case )
basis. gift cards.



https://www.usg.edu/business_procedures_manual/section19/C1566/
https://www.usg.edu/business_procedures_manual/section19/C1566/
https://www.usg.edu/business_procedures_manual/section19/C1566/
https://www.usg.edu/business_procedures_manual/section19/C1566/
https://fiscalservices.kennesaw.edu/travel/policies-procedures.php
https://fiscalservices.kennesaw.edu/accounting-operations/financial_compliance/gift_card_purchases.php

TECHNOLOGY GRANTS AND
FEES RESTRICTED
GEN OPS GEN OPS GEN OPS AUX SVCS STUDENT % % FUND CODES FUNDS AGENCY PURCHASING METHOD(S)
STATE APPROP TUITION FEES OPERATING ACTIVITIES v 16xxx FUND CODES ATHLETIC
TYPE OF EXPENSE FUNDCODE | FUNDCODE | FUNDCODES | FUNDCODES | FUNDCODE s overhead on GraNs | b ghgses must be 20xxx FUND CODES Il RN PN LN (P) = Preferred Method when more than
FUND CODES FUND CODES ¥ 6xxxx . .
10000 10500 10600 12xxx 13000 technology related | Expenditure must one option is provided.
14xxx 15XXX
and student match purpose or
reaching mission of grant
Gift Cards - Students - 727198 YE YES YES (P) Payment Request (Reimbursement or|
S Only if allowed by Only if allowed b VES Project Advance Fund)
Financial Compliance Pre-Approval Req'd - NO NO NO YES YES NO NO NO Onlyif allowed by vt alowed by Y "% | only if allowed by NO )
. . Custodial KSU Foundation KSUF Blackbaud
Individual requests will be reviewed on a case Grant/Program KSURSF Fund.
basis. Agreement Fund. KSURSF
Gifts to Faculty, Staff and Students for YES
Employee Recognition of Merit or Length of NO NO NO NO NO NO NO NO NO NO NO NO (P) KSUF Blackbaud
. Plaque only
Service (Non-Cash)
gm_s to Faculty, Staff and Students - NO NO NO NO NO NO NO NO NO NO VES NO NO (P) KSUF Blackbaud
etirement or Separation Plaque only
Gifts to/for Faculty, Staff and Students - YES
Sympathy/Bereavement (Non-Cash or If allowable and
Contributions to Charitable Organizations) NO NO NO NO NO NO NO NO NO NO approved per KSU NO NO (P) KSUF Blackbaud
(Serious illness or death of an employee/student Foundation
or immediate family member) Guidelines
gl’f:tt;) Faculty, Staff and Students - Personal NO NO NO NO NO NO NO NO NO No
(Wedding, graduation, birthday, baby shower, etc Must use personal | Must use personal | Must use personal | Must use personal | Must use personal | Must use personal | Must use personal NO Must use personal | Must use personal | Must use personal NO NO
) funds funds funds funds funds funds funds funds funds funds
Gifts to Faculty, Staff and Students VES
° o{'Team . If allowable and KSUF Blackbaud
A e " NO NO NO NO NO NO NO NO NO NO approved per KSU YES YES KSURSF
(T-shirts, scarves, KSU spirit memorabilia, etc -
. Foundation KSUAA
should be de minimis, not occur regularly) .
Guidelines
Gifts to Non-Employees or Volunteers VES
(i.e. Appreciation ?}r r)('eco nition awards or gifts for Ifallowable and Only if allowed by | Only if allowed b; (P) KSUF Blackbaud
€. /\pprecia gnition gl NO NO NO NO NO NO NO NO NO NO approved per KSU y yo[P Y |KSURSF
speakers, visitors, volunteers; Gifts to Donors; KSURSF Fund. KSUAA
Foundation KSUAA
Tickets to KSU events, etc.) -
Guidelines
Groupons NO NO NO NO NO NO NO NO NO NO NO NO NO
Headphones-Pe_rsonaI Use/Not Prize NO NO NO NO NO NO NO NO NO NO NO NO NO
(Bose, Beats, Noise Canceling, etc.)
Payment Request (up to $2,499.99)
Headset - 714101 (P) Purchase Order* ($2,500+)
(for hands free telephone use and conference YES YES YES YES YES YES YES YES YES YES NO YES YES P-Card (must follow transaction limits)
calls) KSURSF
KSUAA
Hakowatiaend VES (P) KSUF Blackbaud
Holiday Cards, Videos and Decorations NO NO NO NO NO NO NO NO NO NO approved perksy | O forofficil NO KSURSF
(related to entertaiment and parties) Institute business
Foundation
I and events
Guidelines
Honorariums - 751xxx
¥ | YES (P) Payment Request (up to $2,499.99)
(Non-KSU/Non-USG guest speaker or performer YES YES YES YES YES YES YES NO YES YES Must be processed YES YES  |KSURSF
who, at no charge to KSU, makes a presentation, through KSU First KSUAA
and does not expect payment; less than $2,500) 9
YES YES YES YES YES YES YES YES YES YES (P) Payment Request or Check Request
Legal Settlements - 721100 Must be approved | Must be approved | Must be approved | Must be approved | Mustbe approved | Must be approved | Must be approved NO Must be approved by NO NO Must be approved by [ Must be approved | KSURSF
by legal affairs by legal affairs by legal affairs by legal affairs by legal affairs by legal affairs by legal affairs legal affairs legal affairs by legal affairs |KSUAA
Payment Request (up to $2,499.99)
(P) Purchase Order* ($2,500+)
Maintenance of Equipment - 7151xxx YES YES YES YES YES YES YES YES YES YES YES YES YES KSUF Blackbaud
KSURSF
KSUAA
Payment Request (up to $2,499.99)
(P) Purchase Order* ($2,500+)
Maintenance of Software - 733150 YES YES YES YES YES YES YES YES YES YES YES YES YES KSUF Blackbaud
KSURSF
KSUAA



https://fiscalservices.kennesaw.edu/accounting-operations/financial_compliance/gift_card_purchases.php

TECHNOLOGY GRANTS AND
FEES RESTRICTED
GEN OPS GEN OPS GEN OPS AUX SVCS STUDENT % % FUND CODES FUNDS AGENCY PURCHASING METHOD(S)
TYPE OF EXPENSE STATE APPROP TUITION FEES OPERATING ACTIVITIES " DsS | overhead on grants 16xxx FUND CODES FUND CODES FOUNDATION KSURSF ATHLETIC
FUND CODE FUND CODE FUND CODES FUND CODES FUND CODE FUND CODES FUND CO[E),ES Purchases must be 20xxx Gar LXSlo /e LN 1[0\l (P) = Preferred Method when more than
10000 10500 10600 12xxx 13000 technology related | Expenditure must one option is provided.
14xxx 15XXX
and student match purpose or
reaching mission of grant
Payment Request (up to $2,499.99)
YES (P) Purchase Order* ($2,500+)
Marketing - 7272xx YES YES NO YES YES YES YES NO YES YES YES conlé"‘::n':f:lz‘tfe‘z o YES ;'SCJ;"B(I':C“:LZ’JSW {ransaction fimits)
KSURSF's mission KSURSF
KSUAA
Mileage Reimbursement for "On Campus"
Use of Personal Vehicle
Ground Transportation (Mileage, Parking, Taxi NO NO NO NO NO NO NO NO NO NO NO NO NO
and Rail)
Parking: for Official B YES YES Concur TMS (Employee)
641170, 641270, 651170 or 651270 YES YES YES YES YES YES YES NO Only if allowed by O"‘Vézzif:aeld by YES OKnS‘yU‘fRi"s\:ii:y YES Travel Expense Statement Form (Non-
i.e. local meeting, conference, etc.) Grant/Program : Employee)
9, Agreement
YES vES (P) GL Simple Journal Entry
Parking Permits: Campus Fleet Vehicle YES YES YES YES YES NO YES NO Only if allowed by O"‘VC‘L:';’:(;“ by NO O}?S‘yu‘ss"g";i::y YES KSURSF
Grant/Program Agresment ! KSUAA
. " - YES (P) GL Simple Journal Entry
Parking Permits: Guest Vouchers for Visitor YES . .
Blackl
Lots - 651170 YES YES YES YES YES vES YES NO Only i allowed by O"‘Vézzif:aeld by YES YES (/m ;:!g::g;y Egg;s:“ baud
(Must provide business purpose) Grant/Program Agreement : KSUAA
. . YES (P) GL Simple Journal Entry
Parking Permits: Reserved Space for Campus YES
Visitors - 651170 YES YES YES YES YES YES YES NO Only if allowed by O"‘VC‘L:';’:(;“ by YES YES %H i:gggjgo:y gﬂggfd‘ba"d
(Must provide business purpose) Grant/Program Agreement | KSUAA
. " . . " YES P) GL Simple Journal Ents
Parking Permits: Official Business Permit - YES Only if allowed by YES non-KSU :(S)UF BIachaud Y
651170, 651270, 641170, or 641270 YES YES YES YES YES YES YES NO Only if allowed by Custodial NO employess YES KSURSF
(Must provide official business purpose) Grant/Program Agreement ploy KSUAA
Parking Permits: Employees, Students or
Affiliates
(Faculty, Reg or Temp Staff, Student) NO NO NO NO NO NO NO NO NO NO NO NO NO
(Includes personal parking fees/yearly parking,
semester parking, reserved spaces, etc.)
YES YES (P) GL Simple Journal Entry
Parking Permits: Vendor/Contractor - 651170 Only if allowed by Only if allowed by | KSUF Blackbaud
(Must be written into contract/agreement) YES YES YES YES YES YES YES NO Og\ry :;Fllrow?dnt‘)y Custodial YES YES ATH Association. |KSURSF
antrogra Agreement KSUAA
" N . YES
Parties (Office) - Holiday, Year End, Personal If allowable and
Events NO NO NO NO NO NO NO NO NO NO approved per KSU NO NO (P) KSUF Blackbaud
(including flowers, set up or any other expenses Foundation
related to the party) Guidelines
Payment Request (up to $2,499.99)
Plants, Shrubbery or Greenery for Lobby, YES YES YES YES Only if allowed by Only if allowed b (P) Purchase Order* ($2,500+)
Building Atrium or Office - 714100 NO NO NO Must be in common | Must be in common | Must be in common NO NO NO Must be in common|  KSU Foundation KSyURSF Fund Y NO P-Card (must follow transaction limits)
Must be in common use area use area use area use area use area Fund. . KSUF Blackbaud
KSURSF
Payment Request (up to $2,499.99)
YES (P) Purchase Order ($2,500+)
Postage/Mailing Services - 714110 & 714111 YES YES YES YES YES YES YES NO Onlyif allowed by YES YES YES YES ;‘scua;dB(l’:c“E:);"sz transaction fimits)
Grant/Program KSURSF
KSUAA
Payment Request (up to $2,499.99)
YES (P) Purchase Order ($2,500+)
Printing & Copying Services - 742100 & YES YES YES YES YES YES YES YES Only if allowed by YES YES YES YES P-Card (must follow transaction limits)
714121 Grant/Program KSUF Blackbaud

KSURSF
KSUAA




TECHNOLOGY GRANTS AND
FEES RESTRICTED
GEN OPS GEN OPS GEN OPS AUX SVCS STUDENT % % FUND CODES FUNDS AGENCY PURCHASING METHOD(S)
STATE APPROP TUITION FEES OPERATING ACTIVITIES = ee 16xxx FUND CODES ATHLETIC
TYPE OF EXPENSE FUNDCODE | FUNDCODE | FUNDCODES | FUNDCODES | FUNDCODE s overhead on GraNs | b ghgses must be 20xxx FUND CODES Il RN PN LN (P) = Preferred Method when more than
FUND CODES FUND CODES ¥ 6xxxx . .
10000 10500 10600 12xxx 13000 Y 15XXX technology related | Expenditure must one option is provided.
and student match purpose or
reaching mission of grant
Prize/Awards to Faculty, Staff and Students as
Raff_lgs, Dogr Prizes and Gam_es z_)f _Chance YES
(Individual prizes must be de minimis in value, not YES YES . (P) Payment Request (up to $2,499.99)
. N YES Limited to $25 per
to exceed $100. Promotional items being given for students only. | for students only. for students only and recinient o (P) Purchase Order* ($2,500+)
away should not exceed $50.) NO NO NO Must follow rules in | Must follow rules in NO NO NO only if allowedyb NO enc’;ura e YES NO P-Card (must follow transaction limits)
Cash awards and gift cards are strongly section 24.3.1 of [section 24.3.1 of the G:/am/Pro ramy attendance :nd be KSUF Blackbaud
discouraged. the USG BPM USG BPM 9 randomly chosen KSURSF
Financial Compliance Pre-Approval Req'd y
USG BPM Section 24.3
Prizes, Awards, Recognition (P) Payment Request (up to $2,499.99)
(Competition/Performanced Based & Not for YES YES (P) Purchase Order* ($2,500+)
Academic Achi ) - . Please refer to KSUF P-Card (must follow transaction limits)
" NO NO NO YES YES YES NO NO Only if allowed by NO ) YES YES
(cash, non-cash, certificates and plaques) GrantProgram Expenditure Control KSUF Blackbaud
9 Guidelines KSURSF
USG BPM Section 24.3 KSUAA
Prizes, Awards, Gifts (Academic Achievement) (P) Payment Request (up to $2,499.99)
- Students YES YES YES (P) Purchase Order* ($2,500+)
(Must be de minimis _valued items and re_\ated to NO YES NO YES YES Only f allowed by NO NO Only if allowed by NO Please refer to KSUF YES YES P-Card (must follow transaction limits)
measurable academic performance/service) Expenditure Control KSUF Blackbaud
Grant/Program Grant/Program Guidelines KSURSF
USG BPM Section 24.3 KSUAA
YES
Must be coordinated
closely with a
Prizes, Awards, Recognition sponsoring (P) KSUF Blackbaud
- Employees NO NO NO NO NO NO NO NO NO NO department/school YES YES KSURSF
(cash, non-cash, certificates and plaques) and approved by the KSUAA
appropriate
administrator or the
University President
Professional Certification or Education NO - Outside scope [NO - Outside scope | NO - Outside scope | NO - Outside scope | NO - Outside scope | NO - Outside scope | NO - Outside scope
Training Courses or Course Materials - 727110 of ordinary training. | of ordinary training. | of ordinary training. | of ordinary training. | of ordinary training. | of ordinary training. | of ordinary training. YES
(includes classroom courses, online courses and Must be directl (P) KSUF Blackbaud
preparation workbooks for GMAT, GRE, CPA, Only allowable if | Only allowableif [ Onlyallowableif | Onlyallowableif | Onlyallowableif | Onlyallowableif | Only allowable if Only if allowed by related to the da Ylo- KSURSF
CRA or other education/certification) required by job and | required by job and | required by job and | required by job and | required by job and | required by job and | required by job and NO Gryam/Pro ramy NO day duties ofy YES YES KSUAA
benefits KSU. benefits KSU. benefits KSU. benefits KSU. benefits KSU. benefits KSU. benefits KSU. 9 emplo yee or benefits KSU Payment Processes only if
Professional License/Certification Evaluation Financial Financial Financial Financial Financial Financial Financial pdey tcollege approved by Financial Compliance
Form and Financial Compliance Approval Compliance Compliance Compliance Compliance Compliance Compliance Compliance P ge.
required. approval required. | approval required. | approval required. | approval required. | approval required. | approval required. | approval required.
NO - Outside scope | NO - Outside scope | NO - Outside scope | NO - Outside scope [ NO - Outside scope | NO - Outside scope | NO - Outside scope
Professional License o License Renewal - of ordinary training. | of ordinary training. | of ordinary training. | of ordinary training. | of ordinary training. | of ordinary training. | of ordinary training. YES (%) KSUF Blackbaud
27110 Only allowable if | Onlyallowableif | Onlyallowable if | Onlyallowableif | Onlyallowableif | Onlyallowableif | Onlyallowable if only i allowed b re&:z‘(’;ﬁi’z:"ﬁo_ Un de\(risecmc KSURSF
. . e . required by job and | required by job and | required by job and | required by job and | required by job and | required by job and | required by job and NO Y ¥ NO e day o P YES KSUAA
Y Y J Y Y Y Y Y
Professional License/Certification Evaluation ) ) ) ) ) Grant/Program day duties of conditions related to
) 5 . benefits KSU. benefits KSU. benefits KSU. benefits KSU. benefits KSU. benefits KSU. benefits KSU. Y KSU Payment Processes only if
Form and Financial Compliance Approval N N N N N N N employee or benefits [ KSURSF's mission N . -
required. Financial Financial Financial Financial Financial Financial Financial depticollege. approved by Financial Compliance
fequired Compliance Compliance Compliance Compliance Compliance Compliance Compliance :
approval required. | approval required. | approval required. | approval required. | approval required. | approval required. | approval required.
YES YES YES YES YES YES YES
Only if required by | Only if required by | Only if required by | Only if required by | Only if required by | Only if required by | Only if required by onl if‘r(eEiired b Payment Request (up to $2,499.99)
P i ips/Dues - - | job, related tojob | job, related tojob | job, related tojob | job, relatedtojob | job, related tojob | job, related tojob | job, related to job 'obyre\atgd o oby YES Purchase Order* ($2,500+)
727130 function and function and function and function and function and function and function and NO ) flmclion andJ YES YES Under specific YES (P) P-Card (must follow transaction limits)
bership bership hip bership hip ip bership membership provides conditions related to KSUF Blackbaud
Individual Membership Form required providesinfoand | providesinfoand | providesinfoand | providesinfoand | providesinfoand | providesinfoand | provides info and info and zeﬁvices KSURSF's mission KSURSF
services usefulto | services usefulto | services usefulto | services usefulto | services usefulto | services usefulto | services useful to useful to KSU KSUAA
KSu KSU KSU KSU KSU KSU KSU



https://www.usg.edu/business_procedures_manual/section24/C2050
https://www.usg.edu/business_procedures_manual/section24/C2050
https://www.usg.edu/business_procedures_manual/section24/C2050
https://fiscalservices.kennesaw.edu/accounting-operations/financial_compliance/professional_development.php
https://fiscalservices.kennesaw.edu/accounting-operations/financial_compliance/professional_development.php
https://fiscalservices.kennesaw.edu/accounting-operations/financial_compliance/individual_memberships.php

TECHNOLOGY GRANTS AND
FEES RESTRICTED
GEN OPS GEN OPS GEN OPS AUX SVCS STUDENT % % FUND CODES FUNDS AGENCY PURCHASING METHOD(S)
STATE APPROP TUITION FEES OPERATING ACTIVITIES v 16xxx FUND CODES ATHLETIC
EECREIEENSE FUND CODE FUND CODE FUND CODES | FUND CODES FUND CODE FUNDD?:%DES °Vﬁ3‘;gdgo"§§s“‘s Purchases must be 20%xx FUN;( :gnes FOUNDATION KSURSF PYXISTSI I (P) = Preferred Method when more than
10000 10500 10600 12xxx 13000 Y 15XXX technology related | Expenditure must one option is provided.
and student match purpose or
reaching mission of grant
YES YES YES YES YES YES YES YES YES Payment Request (up {0 §2,499.99)
Must be related to | Must be related to | Must be related to | Must be related to | Mustbe related to | Must be related to | Must be related to Must be related to job Must be related to Y au . P T
X N N N X N X N X N X N N N N N N Purchase Order* ($2,500+)
. Membershins/D job function and job function and job function and job function and job function and job function and job function and function and job function and L
F ps/Dues - . bershi " NO bersh t YES YES bershi \ YES (P) P-Card (must follow transaction limits)
7297130 bership must 1ip must must p must p must p must ip must membership mus membership mus! KSUF Blackbaud
provide info and provide info and provide info and provide info and provide info and provide info and provide info and provide info and provide info and KSURSF
services usefulto | services usefulto | services usefulto | services usefulto | servicesusefulto | servicesusefulto | services useful to services useful to services useful to KSUAA
KSU KSU KSU KSU KSU KSU Ksu KSU KSURSF
Promotional Items for KSU programs to
recruit students, program participants or Payment Request (up to $2.499.99)
- . YES (P) Purchase Order* ($2.500+)
visitors (ex. pens, notepads, USB Drives, etc. YES Und i P-Card follow t tion fimit
with KSU Logo - 727275 YES YES YES YES YES YES YES NO Only if allowed by YES YES h d"‘r en' sf"f‘l ‘3 X YES KSUa; B(Im“lfb o gw ransation imits)
(must be nominal in value, related to an academic Grant/Program C}?SU‘FLOSIS eated o KSURSFac au
program or Institute initiative/promotion, and S mission KSUAA
cannot be purchased for employees)
. . . . Only under specific
Public, Private Venture (PPV) Lease Payments YES Only for Academic NO Only fgr Auxiliary | Only for s(uden( NO Only for Research NO NO NO NO conditions related to NO (P) Purchase Order*
- 748100 Buildings Buildings Buildings Buildings e oo
KSURSF's mission
Payment Request (up to $2,499.99)
YES (P) Purchase Order* ($2.500+)
Recruiting Costs - Faculty - 727225 or 6513xx YES YES YES YES NO YES YES NO Only if allowed by NO YES YES NO P-Card (must follow transaction limits)
Grant/Program KSUF Blackbaud
KSURSF
Payment Request (up to $2,499.99)
YES (P) Purchase Order* ($2.500+)
Recruiting Costs - Staff - 727225 or 6513xx YES YES YES YES NO YES YES NO Only if allowed by NO YES YES ves |P-Card (mustfolow ransaction fmits)
GrantProgram KSUF Blackbaud
KSURSF
KSUAA
Payment Request (up to $2,499.99)
YES Purchase Order* ($2,500+)
Registrations Paid to Vendor - 727110 YES YES YES YES YES YES YES NO Only if allowed by YES YES YES YES (P) P-Card (must follow transacton limits)
GrantProgram KSUF Blackbaud
KSURSF
KSUAA
Payment Request (up to $2,499.99)
Reimbursable Expenses - 752100, 752200, Purchase Order* ($2,500+)
751110 or 6515xx YES YES YES YES YES YES YES NO YES YES YES YES YES KSUF Blackbaud
(Consultant or Non Employee) KSURSF
KSUAA
Payment Request (up to $2,499.99)
3 (P) Purchase Order* ($2,500+)
Rental Expenses - 748102 YES YES YES YES YES YES YES NO YES YES YES YES YES KSUF Blackbaud
(Hotel/Meeting Rooms)
KSURSF
KSUAA
Payment Request (up to $2,499.99)
Rentals - 719100 (P) Purchase Order* ($2,500+)
(Office Equipment, Copiers, Computer YES YES YES YES YES YES YES NO YES YES YES YES YES KSUF Blackbaud
Equipment, Supplies) KSURSF
KSUAA
With ::)E;oved Payment Request (up to $2,499.99)
Repairs and Maintenance - 7151xx YES YES YES YES YES YES YES YES YES YES contract and YES YES :2:;::“3 Order* (52,500+)
processed through KSUAA
KSU first
YES
Retreats (Employee) YES If allowable and (P) KSUF Blackbaud
(with recreational activities such as bowling, golf, NO NO NO NO NO NO NO NO Only if allowed by NO approved per KSU NO YES KSURSF
sporting events, etc) Grant/Program Foundation KSUAA
Guidelines
YES YES
Retreats (Employee) YES If allowable and Under specific (P) KSUF Blackbaud
ploy NO NO NO NO NO NO NO NO Onlyif allowed by NO approved per KSU nder sp YES KSURSF
(without recreational activities) ! conditions related to
Grant/Program Foundation SR KSUAA
Guidelines KSURSF's mission



https://fiscalservices.kennesaw.edu/travel/index.php

TECHNOLOGY GRANTS AND
FEES RESTRICTED
GEN OPS GEN OPS GEN OPS AUX SVCS STUDENT % % FUND CODES FUNDS AGENCY PURCHASING METHOD(S)
STATE APPROP TUITION FEES OPERATING ACTIVITIES v 16xxx FUND CODES ATHLETIC
TYPE OF EXPENSE FUNDCODE | FUNDCODE | FUNDCODE | FUNDCODES | FUNDCODE s overhead on GraNs | b ghgses must be 20xxx FUND CODES Il RN PN LN (P) = Preferred Method when more than
FUND CODES FUND CODES ¥ 6xxxx . .
10000 10500 10600 12xxx 13000 technology related | Expenditure must one option is provided.
14xxx 15XXX
and student match purpose or
reaching mission of grant
- - YES Payment Request (up to $2,499.99)
mey d'ig‘:;:ﬁ M‘i’;‘ey d‘ftg":rzg‘yl Only ifdirectly linked| ~ Only f directly o dTrszl ke YES on ‘f:ﬁoswe ;" YES (P) Purchase Order* (§2,500+)
Retreats (Students) to credit course, linked to credit YES v diecly NO NO Only if allowed by y vedby YES Only if allowed by YES KSUF Blackbaud
course, program or | course, program or to credit course, Custodial
program or event. | course, program or Grant/Program Grant KSURSF
event. event. program or event. Agreement
event. KSUAA
Safety Products - Water, Other Hydration
Products or Products required by the
Occupational Safety and Health YES YES YES YES YES YES YES vES P:y;“‘i":lReq“O‘:' (rfp$‘; géb“fg'gg)
Administration (OSHA) - 714100 Should be paid Should be paid | Should be paid from |  Should be paid | Should be paid from| Should be paid from [ Should be paid from YES Only if allowed b :, Z}a:dcmaussifo\\o:/ tréns’action) limits)
(includes students, volunteers and employees at | from department | from department | department budget | from department | department budget | department budget | department budget NO Only if allowed by yCuslodiaI Y YES YES YES KSUF B(Iackbaud
risk due to environmental workplace conditions | budget of assigned | budget of assigned of assigned budget of assigned of assigned of assigned of assigned Grant/Program Agreement KSURSF
such as Facilites Staff and Police Officers) employee employee employee employee employee employee employee 9 KSUAA
USG BPM 19.8.3 Food for Employees - Safety
YES Must b:is roved
Salaries/Employee Compensation - 5xxxxx YES YES YES YES YES YES YES NO Per Conditions of the NO u d PP d NO YES KSU Payroll
Grant and processed
through the University
YES
Scholarships - 781100 NO NO NO NO NO NO NO NO Per Conditions of the NO YES NO YES KSU Financial Aid
Grant
Services - 751xxx
(Architect, Consultant, Attorney, Physician, Temp Payment Request (Ep t0 $2,499.99)
Senvices, elc.) (P) Purchase Order* ($2,500+)
T YES YES YES YES YES YES YES NO YES YES YES YES YES KSUF Blackbaud
N . ‘ ) KSURSF
‘A contract is required for all services and must KSUAA
be approved/signed before services are rendered.
YES YES VES Payment Request (up to $2,499.99)
Software - 7331xx or 833100 YES YES YES YES YES YES YES YES Onlyfalloweg by | O™ HMEIEY | yust e processe YES ves  |(F)Purchase Order! (525001
Grant/Program Agreement through KSU first KSUAA
YES Payment Request (up to $2,499.99)
Sponsorships for events - 727100 Only if approved by | Only if approved by onlyif YES dby | only if YES dby| onlyif YES dby| onlyif YES dby | onlyif aYEfoved b Per Conditions of the onlyif ;E?ovedb Unde‘(rzseciﬂc (P) Purchase Order* ($2,500+)
(Pre-approval from Financial Financial ¥l appro v ¥l appro v ¥l appro v ¥l appro v vl PP Y NO Grantand Pre- ¥ app X v YES P YES KSUF Blackbaud
. ) Financial Financial Financial Financial Financial Financial conditions related to
required) Compliance Compliance Compliance Compliance Compliance Compliance Compliance Approval from Compliance KSURSF's mission KSURSF
P P P P P Financial Compliance P KSUAA
Payment Request (up to $2,499.99)
" . T (P) Purchase Order* ($2,500+)
Y- (F P - on limi
4101 YES YES YES YES YES YES YES YES YES YES YES YES ves  |P-Card (mustfolow ransacton fimits)
KSU Branded preferred or blank E:g;:;ackbaud
KSUAA
Stipends: KSU Programs (Students only and Yes - must be
) Payment Request
not student aid) - 783100 NO NO NO NO YES NO NO NO YES NO approved and NO YES KSU Payroll
processed through KSUAA
USG BPM Section 24.3 KSU / Payroll first
Yes - must be (P) Payment Request (up to $2,499.99)
ip I Payments for R h approved and (P) Purchase Order* ($2,500+)
Participant - 783200 YES YES NO NO YES NO NO NO YES NO processed through YES vES KSURSF
KSU / Payroll first KSUAA
Payment Request (up to $2,499.99)
(P) Purchase Order* ($2,500+)
Subscriptions - 727120 YES YES YES YES YES YES YES YES YES YES YES YES YES KSUF Blackbaud
KSURSF
KSUAA
Payment Request (up to $2,499.99)
(P) Purchase Order* ($2,500+)
Supplies and Materials - 7141x YES YES YES YES YES YES YES YES YES YES YES YES YES P-Card (must follow ransaction imits)

KSUF Blackbaud
KSURSF
KSUAA



https://www.usg.edu/business_procedures_manual/section19/C1566/
https://fiscalservices.kennesaw.edu/accounting-operations/financial_compliance/index.php
https://www.usg.edu/business_procedures_manual/section24/C2050
https://fiscalservices.kennesaw.edu/accounting-operations/contract_management/contract_submission_and_review_process.php

TYPE OF EXPENSE

GEN OPS
STATE APPROP
FUND CODE
10000

GEN OPS
TUITION
FUND CODE
10500

GEN OPS
FEES
FUND CODE
10600

AUX SVCS
OPERATING
FUND CODES
12xxx

STUDENT

ACTIVITIES

FUND CODE
13000

DEPT SALES
& SERVICES
DSS
FUND CODES
14xxx

INDIRECTS
Earned from
overhead on grants
FUND CODES
15XXX

TECHNOLOGY
FEES
FUND CODES
16xxx
Purchases must be
technology related
and student
reaching

GRANTS AND
RESTRICTED
FUNDS
FUND CODES
20xxx
Expenditure must
match purpose or
mission of grant

AGENCY
FUND CODES
BxxxX

Taxes - Sales Tax - same account as item

Only if tax is not

Only if tax is not

Only if tax is not

Only if tax is not

Only if tax is not

Only if tax is not

Only if tax is not

Only if tax is not

Only if tax is not

Only if tax is not

FOUNDATION

KSURSF

ATHLETIC
ASSOCIATION

PURCHASING METHOD(S)

(P) = Preferred Method when more than
one option is provided.

Payment Request (up to $2,499.99)
(P) Purchase Order* ($2,500+)

purchased exembted exembted YES YES YES KSUF Blackbaud
KSURSF
KSUAA
Payment Request (up to $2,499.99)
A . N (P) Purchase Order* ($2,500+)
Taxes - VAT, Excise or International - same YES YES YES YES YES YES YES YES YES YES YES YES YES  |KSUF Blackbaud
account as item purchased
KSURSF
KSUAA
YES VES Payment Request (up to $2,499.99)
Technology Purchases < $3,000 - 744100 YES YES YES YES YES YES YES YES YES O"‘Vézzif:aeld % | hust be processed YES YES ffs’:;;"a“ Order (32,500+)
Agreement throgh KSU first KSUAA
— Payment Request (up to $2,499.99)
Telecommunications - 771xxx
N (P) Purchase Order* ($2,500+)
(Basic Monthl, Celular, Inteme, Data, Long YES YES YES YES YES YES YES YES YES NO YES YES YES KSUF Blackbaud
Distance, Network Surcharge, New Installations, KSURSF
Other) KSUAA
(P) KSUF Blackbaud
Thank You Cards/Mailers NO NO NO NO NO NO NO NO NO NO YES YES YES KSURSF
KSUAA
Training - Job Related/Professional
Development - 727110 or 727100 Onlz if rg\ated to job|Only if rglated to job Only i related to job Only if rg\ated to job| Only if rg\ated to job| Only if rg\ated to job Only i related to job Only i related to job iny if rg\ated to |Payment Request (Ep t0 $2,499.99)
function, trng function, tmg function, trg function, trg function, trng . job function, trng |(P) Purchase Order* ($2,500+)
. . . . | N function, tmg . L . " . " function, tmg function, tmg ; o
Financial Compliance Approval Required for consistent with job | consistent with job ) i consistent with job | consistent with job | consistent with job ) i . L consistent with job|P-Card (must follow transaction limits)
. " - ' " N " consistent with job ' " ' " ' " consistent with job NO consistent with job NO YES YES N
training related to a Professional License or duties and Institute | duties and Institute . duties and Institute | duties and Institute | duties and Institute . S duties and KSUF Blackbaud
" . . duties and Institute . . . duties and Institute duties and Institute is PR
Certification is primary is primary is primary benefica is primary is primary is primary is primary benefica imary benefica Institute is primary | KSURSF
Professional License/Certification Evaulation beneficary beneficary primary Y beneficary beneficary beneficary primary "y primary v beneficary  |[KSUAA
Form
NO YES
Travel: Employees - Domestic & Internaional X Travel is only
Travel Travel is only reimbursable if
YES YES YES YES YES YES YES NO YES allowed on agency approved and NO YES Concur TMS (Employee)
- funds for approved PP
Travel Policies student related trios processed through
i KSU first
Travel: Employees - Exp NO Trav:IEig onl\
(bagggage fees & handling, linen, laundry, copy Travel is only re\mbursabley\f
services, etc) YES YES YES YES YES YES YES NO YES allowed on agency approved and NO YES Concur TMS (Employee)
funds for approved PP
Travel Policies student related trips processed through
KSU first
NO YES
Travel: Employees - Passports or Visas ) Travel is only
Required by KSU for Official Business Onl! Travel is only reimbursable if
q v v YES YES YES YES YES YES YES NO YES allowed on agency aporoved and NO YES Concur TMS (Employee)
- funds for approved PP
Travel Policies student related trios processed through
P KSU first
Travel: Employees - TSA Pre-Check, Clear, NO NO No NO NO NO No NO NO NO NO NO No
: Employ L P This is a Personal | Thisis a Personal | Thisis a Personal | Thisis a Personal | Thisis a Personal | Thisisa Personal | Thisisa Personal | Thisisa Personal | Thisisa Personal | Thisisa Personal | Thisisa Personal This is a Personal | This is a Personal
Global Entry, or Airline Club Memberships
Expense Expense Expense Expense Expense Expense Expense Expense Expense Expense Expense Expense Expense
Travel: Students - Presentation of
Research/Project or Acceptance of Academic
Award Payment Request (up to $2,499.99)
(Must be for presentation of official research or Travel Expense Statement Form (Non-
academic project completed while an active Employee)
student or for acceptance of an academic award YES YES YES YES YES YES YES NO YES YES YES YES YES P-Card (must follow transaction limits)

earned while an active student. Travel expenses
should be submitted and completed no later than
one semester's time after student's graduation.)

USG BPM 19.9

KSUF Blackbaud
KSURSF
KSUAA



https://fiscalservices.kennesaw.edu/accounting-operations/financial_compliance/professional_development.php
https://fiscalservices.kennesaw.edu/docs/professional_license_certification_eval_form.pdf
https://fiscalservices.kennesaw.edu/travel/policies-procedures.php
https://fiscalservices.kennesaw.edu/travel/policies-procedures.php
https://fiscalservices.kennesaw.edu/travel/policies-procedures.php
https://www.usg.edu/business_procedures_manual/section19/C1571

TECHNOLOGY GRANTS AND
DEPT SALES INDIRECTS FEES RESTRICTED
GEN OPS GEN OPS GEN OPS AUX SVCS STUDENT '8 SERVICES Earned from FUND CODES FUNDS CUSTODIAL / PURCHASING METHOD(S)
STATE APPROP TUITION FEES OPERATING ACTIVITIES = ree overhead on 16xxx FUND CODES AGENCY ATHLETIC
LEEREEXEENSE FUNDCODE | FUNDCODE | FUNDCODE | FUNDCODES | FUNDCODE FUN[??:?)DES grants Purchases must be 20x0x Y SUFOUNDATION  KSURSF PREYISIRT M (P) = Preferred Method when more than
10000 10500 10600 12xxx 13000 FUND CODES | technology related [ Expenditure must 6XXXX one option is provided.
14xxx
15XXX and student match purpose or
reaching mission of grant
Travel: Non-Employee (Vendor Providing
Service) VES Travel Expense Statement Form (Non.
YES YES YES YES YES YES YES NO YES YES YES Per Conditons of the YES pense Statement Form (Non-
. Employee)
Travel Policies Grant
USG BPM 19.9
Travel: Job Candidates
- YES YES YES YES YES YES YES NO YES YES YES NO ves  |Lravel Expense Statement Form (Non-
Travel Policies Employee)
USG BPM 19.9
YES YES
Must b(:Erzcessed Per Conditions of the Must be
Tuition and Fee Payment for Students NO NO NO NO NO NO NO NO NO NO P Grant and must be processed KSU Financial Aid
through Scholarship
office processed through through
Scholarship office ~ | Scholarship office
Uniforms - Working Condition Fringe Benefit - Yes Payment Request (up to $2,499.99)
714200 Must be ori (P) Purchase Order* ($2,500+)
Management must require employee to wear ust be prior P-Card (must follow transaction limits)
" N N i o YES YES YES YES YES YES YES NO YES YES approved and YES YES
uniform - (i.e. police, housing, facilities, etc.) KSUF Blackbaud
processed throgh the
niversi KSURSF
USG BPM Section 5.3.17.1.1 university KSUAA
f’;‘:';':;x' Electricity, Natural Gas, Water/Sewer YES NO YES YES NO YES YES NO NO NO NO NO YES (P) Purchase Order
- ice D -
Tope! (KSU Police Dep Only) YES NO NO NO NO NO NO NO NO NO NO NO NO (P) Purchase Order
Retreats & Retreats & Retreats & Retreats & Retreats & Retreats & Retreats & Payment Request (up {0 $2,499.99)
Workshops Workshops Workshops Workshops Workshops Workshops Workshops YES Y quest (Up o
- - o H o — o YES (P) Purchase Order* ($2,500+)
Guidelines Guidelines Guidelines Guidelines Guidelines Guidelines Guidelines YES If allowable and YES L
Workshops Only if allowed by P-Card (must follow transaction limits)
" NO Only if allowed by ) approved per KSU | Only if allowed by YES
(Instructional programming) - - U - U - U Custodial ! KSUF Blackbaud
Financial Financial Financial Financial Financial Financial Financial Grant/Program Foundation Grant/Program
. . . Agreement KSURSF
Compliance Compliance Compliance Compliance Compliance Compliance Compliance Guidelines KSUAA
Approval Req'd Approval Req'd Approval Req'd Approval Req'd Approval Req'd Approval Req'd Approval Req'd
*Purchase order must be issued prior to purchase/commitment.
University Advancement - Expenditures related to creation or solicitation of new donors are allowable expenses for state funding. Expenses related to existing donors must be paid for with Foundation funding.
Student Activity Fees should be expended on events centered around students. See USG BPM 24.3.1 for further detail.
Contact Financial Compliance via ServiceNow for any questions or request for review and approval.
KENNESAW STATE
J UNIVERSITY
OFFICE OF FISCAL SERVICES
Procurement and Payment Services LaSt Updated 2/26/24


https://www.usg.edu/business_procedures_manual/section19/C1571
https://www.usg.edu/business_procedures_manual/section19/C1571
https://fiscalservices.kennesaw.edu/travel/policies-procedures.php
https://fiscalservices.kennesaw.edu/travel/policies-procedures.php
https://www.usg.edu/business_procedures_manual/section5/C1235/#p5.3.17_taxable_fringe_benefits
https://kennesaw.service-now.com/ofs
https://www.usg.edu/business_procedures_manual/section24/C2050/#p24.3.1_mandatory_student_fees
https://fiscalservices.kennesaw.edu/accounting-operations/financial_compliance/gift_card_purchases.php
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