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HOW TO SET UP YOUR BOOKS

Trina B. Martin
Martin’s Clerk Assistance
www.clerkassist.com

CHART OF ACCOUNTS

Use the Accounting Manual
Chart of Accounts to see the
numeric fund, revenue and
expenditure account codes




3/24/2011

FUND NUMBERS

Funds are established by the
State Auditor’s Office

Seek permission to create a
fund for a purpose not listed on
the Chart of Accounts

REVENUE CODES

*Made up of the Fund number

*A second number indicating
the source of revenue

*A third number may be set up
as a Cost Center
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EXPENDITURE CODES

*Madc up of the Fund number

*The Second number 1s the Program (In
simple language the “Department’)

*The third number is the Object or
“purpose” (example: salary, benefit,
utilities, service, supplies and debt)

BAD EXAMPLE FUND SET UP

FUND NAME

1000 General

2011 Street Construction Maintenance and Repair
2021 State Highway

2901 Other Special Revenue
2902 Other Special Revenue
2903 Other Special Revenue
2091 Drug Law Enforcement
2092 Law Enforcement Trust
2093 Law Enforcement Trust
2094 Law Enforcement Trust
4901 Other Capital Projects
4902 Other Capital Projects
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GOOD EXAMPLE FUND SET UP

FUND NAME

1000 General

2011 Street Construction Maintenance and Repair
2021 State Highway

2901 Street Levy

2902 Park Levy

2903 Police Levy

2091 Drug Law Enforcement

2092 Law Enforcement Training

2093 Law Enforcement & Education
2094 Law Enforcement - Donations
4901 Sidewalk Improvement

4902 Wilson’s Creek Flood Mitigation

BAD EXAMPLE OF GENERAL
FUND REVENUE SET-UP
1000-110-0000 General Property Tax - Real Estate
1000-110-1001 General Property Tax - Real Estate ROLLBACK HOMESTEAD
1000-290-0000 Other - State Shared Taxes and Permits
1000-490-0000 Other - Intergovernmental
1000-690-0000 Other - Fines, Licenses and Permits
1000-690-1006 Other - Fines, Licenses and Permits MAYORS COURT
1000-790-0000 Other - Earnings on Investments
1000-790-1007 Other - Earnings on Investments CD INTEREST
1000-820-0000 Contributions and Donations
1000-891-0000 Other - Miscellaneous Operating
ADJUSTMENTS,REFUNDS &

1000-891-1008 Other - Miscellaneous Operating MISC
1000-961-0000 Sale of Fixed Assets
1000-999-0000 Other - Other Financing Sources
1000-999-0003 Other - Other Financing Sources Earnings Tax
1000-999-0250 Other - Other Financing Sources COMPUTER
1000-999-1009 Other - Other Financing Sources BUILDING PERMITS
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1000-110-0000 General Property Tax - Real Estate
1000-120-0000 Tangible Personal Property Tax
1000-130-0000 Municipal Income Tax

1000-211-0000 Local Government Distribution
1000-221-0000 Inheritance Tax

1000-222-0000 Cigarette Tax

1000-224-0000 Liquor and Beer Permit Fees
1000-231-0000 Property Tax Allocation
1000-290-0000 Other - State Shared Taxes and Permits
1000-440-0000 Grants or Aid (Non-Federal and Non-State)
1000-522-0000 Concession Stands

1000-541-0000 Consumer Rent

1000-612-0000 Court Fines

1000-621-0000 Building Permits

1000-625-0000 Cable Franchise Fees

1000-701-0000 Interest

1000-820-0000 Contributions and Donations
1000-891-0000 Other - Miscellaneous Operating
1000-892-0000 Other - Miscellaneous Non-Operating
1000-961-0000 Sale of Fixed Assets

BAD EXAMPLE STREET FUND

REVENUE SET-UP

2011-290-0000 Other - State Shared Taxes and Permits
2011-290-1010 Other - State Shared Taxes and Permits GASOLINE
2011-790-0000 Other - Earnings on Investments
2011-891-0000 Other - Miscellaneous Operating
ADJUSTMENTS,REFUNDS
2011-891-1008 Other - Miscellaneous Operating & MISC
2011-961-0000 Sale of Fixed Assets
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GOOD EXAMPLE STREET FUND
REVENUE SET-UP

2011-225-0000 Gasoline Tax (State)
2011-140-0000 Permissive Tax
2011-430-0000 License Tax - County Levied
2011-701-0000 Interest

SAMPLE FIRE DEPT REVENUE
SET-UP

2012-110 General Property Tax - Real Estate
2012-120 Tangible Personal Property Tax
2012-231 Property Tax Allocation

2012-511 Contracts for Fire Services
2012-511-1000 Contracts for Fire Services - Run Fee
2012-820 Contributions and Donations
2012-891 Other Miscellaneous Operating




SAMPLE FIRE DEPT REVENUE SET-UPWITH

ADDITIONAL COST CENTER DETAIL

2012-511-1000

2012-511-2000

2012-511-3000

2012-511-1001

2012-511-1002

2012-511-1003

Contracts for Fire Services-Wayne

Contracts for Fire Services-Richland
Contracts for Fire Services-Morrow

Contracts for Fire Services —Wayne Run Fee
Contracts for Fire Services —Richland Run Fee

Contracts for Fire Services —Morrow Run Fee

SAMPLE CEMETERY REVENUE

SET-UP

2031-110
2031-120
2031-231
2031-531
2031-532

General Property Tax - Real Estate
Tangible Personal Property Tax
Property Tax Allocation

Sale of Lots

Grave Opening Fees
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SAMPLE CEMETERY REVENUE SET-UP WITH
ADDITIONAL COST CENTER DETAIL

2013-531-3000
2013-531-4000
2013-532-3000
2013-532-4000

Sale of Lots-Martin
Sale of Lots-Ater
Grave Opening Fees-Martin

Grave Opening Fees-Ater

SAMPLE POOL REVENUE SET-UP

5501-522-0000
5501-523-0000
5501-590-0000
5501-820-0000
5501-931-0000

Concession Stands
Recreation Entry Fees

Other - Charges for Services
Contributions and Donations
Transfers - In
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SAMPLE POOL REVENUE SET-
UP WITH MORE DETAIL

5501-522-0000 Concession Stands

5501-523-1000 Recreation Entry Fees-Memberships
5501-523-1001 Recreation Entry Fees-Daily Fee
5501-590-2000 Other Charges for Service-Lessons
5501-590-2001 Other Charges for Service-Aerobics
5501-590-2002 Other Charges for Service-Parties
5501-820-0000 Contributions and Donations
5501-931-0000 Transfers - In

BAD EXAMPLE OF GENERAL
FUND EXPENDITURE SET-UP
1000-110-130-0211 Salaries - Administrator's Office POLICE
1000-110-213-0000 Medicare
1000-110-215-0000 Ohio Police and Fire Pension Fund
1000-110-220-0000 Insurance Benefits
1000-110-270-0000 Uniforms and Clothing
1000-110-300-0000 Contractual Services
1000-110-300-0232 Contractual Services COMMUNICATIONS
1000-110-300-0236 Contractual Services INSURANCE
1000-110-400-0000 Supplies and Materials
1000-110-400-0242 Supplies and Materials OPERATING SUPPLIES
1000-110-500-0000 Capital Outlay
1000-110-600-0243 Other REPAIRS & MAINT.




GOOD EXAMPLE OF GENERAL

FUND EXPENDITURE SET-UP

1000-110-190-0000
1000-110-213-0000
1000-110-225-0000
1000-110-229-0000
1000-110-252-0000
1000-110-259-0000
1000-110-270-0000
1000-110-321-0000
1000-110-348-0000
1000-110-351-0000
1000-110-393-0000
1000-110-399-0000
1000-110-410-0000
1000-110-420-0000
1000-110-420-4000
1000-110-500-0000

Other - Personal Services
Medicare

Workers' Compensation
Other - Insurance Benefits
Travel and Transportation

Other - Employee Reimbursements

Uniforms and Clothing
Telephone

Training Services
Insurance and Bonding
Motor Vehicles

Other - Other Contractual Services

Office Supplies and Materials
Operating Supplies and Materials
Operating Supplies and Materials
Capital Outlay

FUEL

BAD EXAMPLE OF STREET

FUND EXPENDITURE SET-UP

Expenditure Code F.O. Created Cost Center

2011-620-139-0000
2011-620-211-0000
2011-620-213-0000
2011-620-220-0000
2011-620-300-0000
2011-620-300-0231
2011-620-300-0232
2011-620-300-0234
2011-620-300-0237
2011-620-410-0000
2011-620-420-0000
2011-620-430-0000
2011-620-430-2011
2011-620-500-0000
2011-620-600-0236

Other - Salaries - Administrator's Office
Ohio Public Employees Retirement System
Medicare

Insurance Benefits

Contractual Services

Contractual Services

Contractual Services

Contractual Services

Contractual Services

Office Supplies and Materials
Operating Supplies and Materials
Repairs and Maintenance

Repairs and Maintenance

Capital Outlay

Other-

UTILITIES
COMMUNICATIONS
PROFESSIONAL SERVICES
ADVERTISING

PERMISSIVE TAX

INSURANCE
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GOOD EXAMPLE OF STREET

FUND EXPENDITURE SET-UP

2011-620-139-0000 Other - Salaries - Administrator's Office
2011-620-211-0000 Ohio Public Employees Retirement System
2011-620-213-0000 Medicare

2011-620-220-0000 Insurance Benefits

2011-620-252-0000 Travel and Transportation
2011-620-259-0000 Other - Employee Reimbursements
2011-620-311-0000 Electricity

2011-620-313-0000 Natural Gas

2011-620-321-0000 Telephone

2011-620-351-0000 Insurance and Bonding
2011-620-399-0000 Other - Other Contractual Services
2011-620-410-0000 Office Supplies and Materials
2011-620-420-0000 Operating Supplies and Materials
2011-620-500-0000 Capital Outlay

2011-690-225-0000 Workers' Compensation

SAMPLE CEMETERY SET-UP

Expenditure Code _______IDescription |
2031-240-190 Other - Personal Services
2031-240-211 Medicare

2031-240-213 Ohio Public Employees Retirement
2031-240-220 Insurance Benefits

2031-240-225 Workers Comp

2031-240-240 Unemployment compensation
2031-240-311 Electricity

2031-240-314 Heating Oil

2031-240-321 Telephone

2031-240-325 Advertising

2031-240-330 Rents and Leases

2031-240-344 Tax Collection Fees
2031-240-345 Election Expenses

2031-240-350 Insurance and Bonding Services
2031-240-399 Other Contractual Services
2031-240-410 Office Supplies and Materials
2031-240-420 Operating Supplies and Materials
2031-240-520 Capital Outlay-Equipment
2031-240-710 Principal

2031-240-720 Interest
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SAMPLE WATER FUND

EXPENDITURE SET-UP

5101-531-132-0000
5101-531-211-0000
5101-531-211-0000
5101-531-220-0000
5101-531-259-0000
5101-531-321-0000
5101-531-322-0000
5101-531-325-0000
5101-531-330-0000
51-1-531-344-0000
5101-531-353-0000
5101-531-399-0000
5101-531-410-0000
5101-531-500-0000

Salaries - Administrators Staff
Ohio Public Employees Retirement System
Medicare

Insurance Benefits

Other - Employee Reimbursements
Telephone

Postage

Advertising

Rents and Leases

Tax Collection Fees

Liability Insurance Premiums
Contractual Service

Office Supplies and Materials
Capital Outlay

SAMPLE WATER FUND
EXPENDITURE SET-UP

5101-533-132-0000
5101-533-211-0000
5101-533-213-0000
5101-533-220-0000
5101-533-252-0000
5101-533-259-0000
5101-533-311-0000
5101-533-313-0000
5101-533-346-0000
5101-533-390-0000
5101-533-420-0000
5101-539-225-0000
5101-800-500-0000

Salaries - Administrator's Staff
Ohio Public Employees Retirement System
Medicare

Insurance Benefits

Travel and Transportation

Other - Employee Reimbursements
Electricity

Natural Gas

Engineering Services

Other Contractual Services
Operating Supplies and Materials
Workers' Compensation

Capital Outlay
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