
APPENDIX 1. ACCOUNT CODE REFERENCE GUIDE 
 
UNALLOWABLE 
If PIs see costs in these codes on reports, they should contact (GCA) to move the charges to other funds or 
provide appropriate documentation. 
Item Account Code Notes 
Catering 710520 Unallowable as a direct cost on federal awards. 

 
If this is truly a catering expense (e.g. pizza for a lab 
meeting), it should be moved to another fund. 
 
If this is truly a non catering expense (e.g. strawberries for a 
research study on olfaction) that was assigned to the incorrect 
line item account code, it should be moved to another line 
item account code. 
 

Grocery 700140 Unallowable as a direct cost on federal awards. 
 
If this is truly a groceries expense (e.g. soda for a lab 
meeting), it should be moved to another fund. 
 
If this is truly a non catering expense (e.g. batteries for a hand 
held pH meter) that was assigned to the incorrect line item 
account code, it should be moved to another line item account 
code. 
 

Memberships, Institutional  710620 Unallowable as a direct cost on federal awards. 
 
If this is truly an institutional membership cost, it should be 
moved to another fund. 
 
If this is an individual membership cost, it may have been 
mis-coded. In this case, the expense can stay on the fund and 
be moved to a different account code. 

Office Equipment, Office 
Supplies 

702130, 704220 Unallowable as a direct cost on federal awards. 
 
If this is truly an office expense, it should be moved to 
another fund. 
 
If this is truly a non-office expense (e.g. a printer located in a 
lab and not connected to the network, a lab notebook) then 
the PI should send appropriate documentation of the expense 
to GCA. 
 

Printer, Toner and Cartridges 702320, 704210 Unallowable as a direct cost on federal awards. 
 
If this is truly an office expense, it should be moved to 
another fund. 
 
If this is truly a non-office expense (e.g. toner for a printer 
located in a lab and not connected to the network) then the PI 
should send appropriate documentation of the expense to 
GCA. 
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Telephone 701020 Local telephone costs are unallowable as a direct cost on 
federal awards.  
 
In some circumstances, long distance and specialized 
telephone costs may be allowable. Please refer to the next 
section.  
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CONDITIONALLY ALLOWABLE 
If PIs see costs in these codes on reports, they should review carefully to determine if the expense is allowable 
and be sure to have documentation available if requested. Documentation should be retained for at least 7 years 
after the grant end date. 
Item Account Code Notes 
Books, Subscriptions 710040, 710285 Books and subscriptions are generally unallowable as a direct 

cost on federal awards. 
 
In some circumstances, if the PI can document that 1) access 
to the book/journal is required in order to complete the 
project, AND 2) Middlebury does not provide the 
book/journal, AND 3) the PI would not otherwise 
purchase/subscribe, then a subscription may be an allowable 
expense; check with OGSP.    

Capital Equipment (items 
costing more than $5,000 
and having a useful life of 
more than one year) 

719100 In general, to purchase capital equipment with sponsored 
funds, a line item for the equipment must be in the categorical 
budget as awarded by the sponsor; otherwise Middlebury 
must seek approval from the funding agency.  
 
Requests to purchase capital equipment that was not in the 
original budget should be made using an OPAS form.  
 
It is important to retain all notes related to procurement of 
equipment (e.g. choice of vendor, model, etc.). 

College Store 704020 Office supplies are unallowable as a direct cost on federal 
awards.  
 
Lab notebooks are considered research-related supplies, not 
office supplies, and they are allowable as a direct cost on 
federal awards. In this case, the expense can stay on the fund 
and be moved to a different account code, such as 704151. 

Computers and Computing 
Devices 

702310, 702330 For federal awards that started after December 26, 2014, 
computers and computing devices are generally considered to 
be a supply item and are allowable if they are essential for the 
performance of and allocable to the project; they need not be 
solely dedicated to the project. For all federal awards, if a 
computer or computing device was in in the budget as 
approved by the sponsor, it is an allowable expense. 
Otherwise, check with GCA. 

Memberships, Individual 710610 Individual memberships in civic, community, and social 
organizations are unallowable. 
 
Individual memberships in professional organizations are 
allowable if the PI provides requested details and the 
following two conditions are met: 
1) the membership is required in order to present “technical 
information” related to the project at a conference (provide 
the name, location, and dates of the conference on the 
voucher, P-Card notes,  or  in email with  GCA) 
2) the total cost for membership and discounted conference 
registration does not exceed the regular cost of conference 
registration (provide these details on the voucher, P-card 
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notes,  or email with GCA) 
 
In some circumstances, if the PI can document that: 1) PI 
needs to be a member of the professional organization in 
order to complete the project AND 2) PI would not otherwise 
be a member, then it may be allowable expense; check with 
OGSP. 

Miscellaneous Expenses  710005, 710190, 
710205, 710208  

Allowable if PI can document that the expense is required for 
the performance of the project and compliant with applicable 
regulations. 
 
These expenses should be assigned to more descriptive line 
item account codes (e.g. supplies, travel, etc.), contact (GCA) 
to move the charges to the appropriate line item account 
codes. 
 

Photocopies, Printing 710220, 710230, 
710212 

Allowable if PI can document that the expense is related to 
conducting the research (e.g. printing human subject consent 
forms or surveys) or to publishing the results of the project 
(e.g. printing a poster for a conference presentation). 
 
Examples of allowable photocopies/printing expenses include 
page charges for publication in peer-reviewed journals, 
printing costs for posters to be presented at a conference, 
printing human subject consent forms or surveys. 
 

Postage 710910, 710920 Allowable if PI can document that the expense can be 
allocated to a specific award and is justified as being a direct 
cost of the project and not part of Middlebury’s indirect costs 
– check with GCA. 
 
Examples of allowable postage/shipping expenses include 
shipping costs for sending research samples to a colleague for 
testing, shipping costs for supplies ordered from an online 
vendor. Mailing grant proposals is NOT an allowable postage 
expense. 

Telephone 701020 In some circumstances, long distance and specialized 
telephone costs may be allowable if the PI can document that 
the expense can be allocated to a specific award and is 
justified as being a direct cost of the project and not part of 
Middlebury’s indirect costs – check with GCA.  
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ALLOWABLE 
Item Account Code Notes 
Salaries 601110, 601400, 

602100, 602300, 
603100, 603200, 
603300, 604110 

Benefits are in 605120 
 
601xxx is faculty 
602xxx is exempt staff and stipendee staff 
603xxx is non-exempt and hourly staff 
603300 is overtime pay 
604110 is undergraduate students 

Small Equipment 702210, 702220  
Subcontracts 703549 Expenses should be charged to this account code only if the 

project includes a subaward to another institution. 
Supplies (Academic 
Consumables Supplies) 

704151 If expenses post in ‘704150 Other Supplies’, they should be 
assigned to 704151; contact GCA to move the charges to the 
appropriate line item account codes. 

Travel—Food 706110 No federal funds can be used for alcoholic beverages, even 
ones that are part of meals. 

Travel—Lodging 706120  
Travel—Miscellaneous 706130  
Travel—Per Diem 706135 Federal per diem rates may be used, but itemized receipts for 

actual expenses are preferred.  
Travel—Airfare 706210  
Travel—Ground 
Transportation  

706215, 706220, 
706230, 706240, 
706250 

 

Travel—Conference 
Registration Fees 

706330  

 


