Vehicle Expense Allocation Procedure

· Receive “Vehicle Usage Billing Report” from Fleet Manager



· Debit object code 75520 for the departments charged in the report
· Credit 01-17-555303-75520-Trucking and Automobile Exp : Rental of Vehicles
· Completed Entry should look like the below
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Vehicle Usage Billing Report.pdf
Statement Date: 2/4/2019

Lincoln University
Vehicle useage billing report

Department to . Tri . . .
Vehicle np : Miteage  Driver Trip
be charged Number Date Trip Name Mileage  DMiver Name Charge Charge Charge
10-6002 presidents office 500  1/22/2019 TOWNSHIP MEETING 0 ABDUL $2.00 $11250  $112.50
10-6002 presidents office 500 112412019 MEETING 0 ABDUL $2.00 $143.75  $143.75
Department Total Charges $4.00 $256.25  $256.25
21-4015 concert choir 502 112712019 CHOIR PERFORMANCE 118 MARK $2.00 $237.50 $473.50
Department Total Charges $2.00 $237.50  $473.50
40-4001 saem 521 1115/201¢ DINE& DISCUSS 68 REV $0.50 $34.00
40-4001 saem 528  1/15/2019 DINE & DISCUSS 310 J.HARRIS $0.50 $155.00
40-4001 saem 521 1/25/2019 STUDENT SHUTTLE 157 REV $0.50 $78.50
Department Total Charges $1.50 $267.50
40-4007 internationaj 502 11712019 WALMART RUN 13 ABDUL $2.00  $68.75 $94.75
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Statement Date: 2/4/2019

Lincoin University
Vehicle useage billing report

Jepartment to . . ] .
Vehicle Trip . Mileage  Driver Trip
Sl Number  Date Trip Name Mileage Driver Name ) .,ne Charge  Charge
Department Total Charges $2.00  $68.75 $94.75
40-4021 sga 520 1142019  WALMART TRIP 40 BRAIN $0.50 $20.00
40-4021 sga 525 1/6/2019 SHUTTLE RUN FROM NEW 209 ABDUL $2.00 526250  $860.50
YORK
Department Total Charges $2.50 $262.50  $880.50
40-4022 media center 521 /62019 PHOTO WORKSHOP 119 AL BOX $0.50 $59.50
Department Total Charges $0.50 $59.50
43-2002 mens basketball 525 4/3/2019 MENS BASKETBALL GAME 127 ABDUL $2.00 $22500  $479.00
Department Total Charges $2.00 $225.00  $479.00
43-2005 track 502 4/19/2019 COLLEGEVILLE CLASSIC 126 MARK $2.00 $350.00  $602.00
43-2005 track 502 1/25/2019  MINI DIP INVITE 74 MARK $2.00 $31250  $460.50
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Lincoin University
Vehicle useage billing report

Statement Date: 2/4/2019

Department to

Vehicle Trip - Mileage  Driver Trip

be charged Number  Date Trip Name Mileage  Driver Name Charge Charge  Charge
Department Total Charges $4.00 $662.50 $1,062.50
43-2090 athletics general 518 1/18/2019 DOCTORS APPOINTMENT 90 HEATHER $0.50 $45.00
43-2090 athletics general 525 1/119/2019 M&W BASKETBALL GAME 215 ABDUL $2.00 $295.75 $725.75
Department Total Charges $250 $29575  $770.75
43-2108 cheerleading 520 1/19/2019 BOWIE STATE GAME 178 MS. $0.50 $89.00
Department Total Charges $0.50 $89.00
43-2110 football 520 1/15/2019 FOOTBALL RECRUITING 148 COACH $0.50 $74.00
43-2110 footbail 520 1/25/2019 FOOTBALL RECRUITING 482 COACH $0.50 $241.00
Department Total Charges $1.00 $315.00
Grand total $4,748.25
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COA

		Dept#		GL Code		Descr

		106001		01_15_106001_75520		Bd Of Trustees : Rental of Vehicles 

		106002		01_15_106002_75520		Off. of the President : Rental of Vehicles 

		107212		01_15_107212_75520		GI-Commencemnt  : Rental of Vehicles 

		107214		01_15_107214_75520		Title IX Coordinator : Rental of Vehicles 

		203001		01_12_203001_75520		Library : Rental of Vehicles 

		206001		01_12_206001_75520		CASA Ctr F Acad Success : Rental of Vehicles 

		206004		01_12_206004_75520		VP Office of Acad Affrs : Rental of Vehicles 

		206005		01_12_206005_75520		ERIP and Other Severance : Rental of Vehicles 

		206010		01_15_206010_75520		Institutional Assessment : Rental of Vehicles 

		206011		01_12_206011_75520		Title III - Management : Rental of Vehicles 

		206012		01_12_206012_75520		Undergraduate Research : Rental of Vehicles 

		210001		01_10_210001_75520		Honors Program : Rental of Vehicles 

		210101		01_10_210101_75520		Art : Rental of Vehicles 

		210102		01_10_210102_75520		English : Rental of Vehicles 

		210104		01_10_210104_75520		Languages and Linguistics : Rental of Vehicles 

		210105		01_10_210105_75520		Visual and Performing Arts : Rental of Vehicles 

		210106		01_10_210106_75520		Philosophy : Rental of Vehicles 

		210108		01_10_210108_75520		Mass Communications : Rental of Vehicles 

		210109		01_10_210109_75520		Museum Studies : Rental of Vehicles 

		210109		01_13_210109_75520		Museum Studies : Rental of Vehicles 

		214015		01_13_214015_75520		Concert Choir : Rental of Vehicles 

		220001		01_10_220001_75520		Dean's Office Sciences : Rental of Vehicles 

		220201		01_10_220201_75520		Biology : Rental of Vehicles 

		220202		01_10_220202_75520		Chemistry : Rental of Vehicles 

		220204		01_10_220204_75520		Computer Science : Rental of Vehicles 

		220205		01_10_220205_75520		Mathematics : Rental of Vehicles 

		220206		01_10_220206_75520		Physics : Rental of Vehicles 

		220208		01_10_220208_75520		Nursing Program : Rental of Vehicles 

		220210		01_10_220210_75520		Engineering : Rental of Vehicles 

		230001		01_10_230001_75520		Dean's Office  Social Sciences : Rental of Vehicles 

		230301		01_10_230301_75520		Economics and Business : Rental of Vehicles 

		230302		01_10_230302_75520		Education : Rental of Vehicles 

		230303		01_10_230303_75520		History : Rental of Vehicles 

		230304		01_10_230304_75520		Physical and Health Education : Rental of Vehicles 

		230306		01_10_230306_75520		Psychology : Rental of Vehicles 

		230307		01_10_230307_75520		Sociology : Rental of Vehicles 

		234013		01_13_234013_75520		Debating : Rental of Vehicles 

		307010		01_15_307010_75520		Development : Rental of Vehicles 

		307101		01_15_307101_75520		Public Information : Rental of Vehicles 

		307103		01_15_307103_75520		Alumni Relations : Rental of Vehicles 

		307105		01_15_307105_75520		Ofc of VP Advancement : Rental of Vehicles 

		307108		01_15_307108_75520		Special Events & Community Rel : Rental of Vehicles 

		307109		01_15_307109_75520		Career Services : Rental of Vehicles 

		307110		01_15_307110_75520		Capital Campaign : Rental of Vehicles 

		307252		01_11_307252_75520		Institutional Research : Rental of Vehicles 

		404001		01_13_404001_75520		Ofc of VP- Student Affairs : Rental of Vehicles 

		404002		01_13_404002_75520		Office of Admissions : Rental of Vehicles 

		404003		01_13_404003_75520		Admissions Graduate : Rental of Vehicles 

		404004		01_13_404004_75520		Student Support Service : Rental of Vehicles 

		404005		01_13_404005_75520		Director of Student Act : Rental of Vehicles 

		404006		01_13_404006_75520		Financial Aid : Rental of Vehicles 

		404007		01_13_404007_75520		Internat'l Stu Aff : Rental of Vehicles 

		404008		01_13_404008_75520		LRC Learning Commons : Rental of Vehicles 

		404009		01_13_404009_75520		Women's Center : Rental of Vehicles 

		404016		01_13_404016_75520		Assemblies and Chapel : Rental of Vehicles 

		404017		01_13_404017_75520		Health and Medical : Rental of Vehicles 

		404021		01_13_404021_75520		SGA : Rental of Vehicles 

		404050		01_13_404050_75520		Freshman Orientation : Rental of Vehicles 

		404051		01_13_404051_75520		Resid. Life & Student Conduct : Rental of Vehicles 

		404053		01_13_404053_75520		Band : Rental of Vehicles 

		405302		01_17_405302_75520		Public Safety and Security : Rental of Vehicles 

		432001		01_13_432001_75520		Baseball : Rental of Vehicles 

		432002		01_13_432002_75520		Men's Basketball : Rental of Vehicles 

		432003		01_13_432003_75520		Soccer : Rental of Vehicles 

		432004		01_13_432004_75520		Tennis : Rental of Vehicles 

		432005		01_13_432005_75520		Men's Track and Cross Country : Rental of Vehicles 

		432006		01_13_432006_75520		Women's Tennis : Rental of Vehicles 

		432008		01_13_432008_75520		Bowling : Rental of Vehicles 

		432090		01_13_432090_75520		Athletics-General Expense : Rental of Vehicles 

		432091		01_13_432091_75520		Athletic Trainer : Rental of Vehicles 

		432102		01_13_432102_75520		Women's Basketball : Rental of Vehicles 

		432103		01_13_432103_75520		Women's Soccer : Rental of Vehicles 

		432105		01_13_432105_75520		Women's Track : Rental of Vehicles 

		432106		01_13_432106_75520		Women's Volleyball : Rental of Vehicles 

		432107		01_13_432107_75520		Women's Softball : Rental of Vehicles 

		432108		01_13_432108_75520		Cheerleaders : Rental of Vehicles 

		432109		01_13_432109_75520		Dance Troupe : Rental of Vehicles 

		432110		01_13_432110_75520		Football : Rental of Vehicles 

		432111		01_13_432111_75520		Sports Information : Rental of Vehicles 

		500404		01_10_500404_75520		Information Technology : Rental of Vehicles 

		503004		01_12_503004_75520		Media Center : Rental of Vehicles 

		506008		01_14_506008_75520		Bookstore : Rental of Vehicles 

		555001		01_17_555001_75520		Physical Plant : Rental of Vehicles 

		555303		01_17_555303_75520		Trucking and Automobile Exp : Rental of Vehicles 

		561530		01_14_561530_75520		Studio Green Apts. : Rental of Vehicles 

		575102		01_17_575102_75520		Housekeeping Department : Rental of Vehicles 

		575103		01_17_575103_75520		General Buildings : Rental of Vehicles 

		575163		01_17_575163_75520		Modular-Vail Hall : Rental of Vehicles 

		575462		01_17_575462_75520		DGS Miscellaneous : Rental of Vehicles 

		740033		02_00_740033_75520		Lincoln Univ Concert Choir : Rental of Vehicles 

		740036		02_00_740036_75520		President's Special Projects : Rental of Vehicles 

		740153		02_00_740153_75520		Career Fair : Rental of Vehicles 

		740153		06_00_740153_75520		Career Fair : Rental of Vehicles 

		740515		02_00_740515_75520		Barnes Art & Lecture Series : Rental of Vehicles 

		740517		02_00_740517_75520		President's Summer Progr Fund : Rental of Vehicles 

		740550		02_00_740550_75520		Lions Award Non Charitable : Rental of Vehicles 

		740550		06_00_740550_75520		Lions Award Non Charitable : Rental of Vehicles 

		740553		02_00_740553_75520		Students First Campaign : Rental of Vehicles 

		741377		02_00_741377_75520		ACAD_DEPT_Concert Choir : Rental of Vehicles 

		741529		02_00_741529_75520		Lindback LUBarnesLectureSeries : Rental of Vehicles 

		741976		02_00_741976_75520		President's Special Projects : Rental of Vehicles 

		770343		02_00_770343_75520		Simbaa : Rental of Vehicles 

		900001		02_11_900001_75520		Contra Restricted : Rental of Vehicles 

		911101		02_11_911101_75520		Time Program : Rental of Vehicles 

		911124		02_11_911124_75520		Comm. Of PA:Bond-Hill Scholar : Rental of Vehicles 

		911170		02_11_911170_75520		CURE Lung Cancer : Rental of Vehicles 

		921528		02_11_921528_75520		Upward Bound : Rental of Vehicles 

		921537		02_11_921537_75520		Title III HBCU Activity VIII : Rental of Vehicles 

		921539		02_11_921539_75520		Title III SAFRA Carryover : Rental of Vehicles 

		921551		02_11_921551_75520		NCSCE-NSF-SENCER : Rental of Vehicles 

		921583		02_11_921583_75520		NSF-LEAPS-T : Rental of Vehicles 

		921587		02_11_921587_75520		Intern. STEM Research Greece : Rental of Vehicles 

		921588		02_11_921588_75520		Research Intern.-Clemson-2017 : Rental of Vehicles 

		921589		02_11_921589_75520		DOE Summer Res-Los Alamos-2017 : Rental of Vehicles 

		921590		02_11_921590_75520		Brookhaven 2017 : Rental of Vehicles 

		921591		02_11_921591_75520		DOE-UB-Continuing Program : Rental of Vehicles 

		921592		02_11_921592_75520		DOE-UB-Pre-College Program : Rental of Vehicles 

		931412		02_11_931412_75520		Barnes Found - Museum Studies : Rental of Vehicles 

		931413		02_11_931413_75520		Caroline J Sanders Trust #2 : Rental of Vehicles 
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				Lincoln University Journal Entry Form

								Todays Date:		2/5/19

				Journal Entry Type:		General



				Transaction Post Date:		1/31/19

				Transaction Reversal Date		N/A



				General Ledger Number		Account Description		Debit		Credit

														Dept#		Amount		GL Code

				01_13_214015_75520		Concert Choir : Rental of Vehicles		473.50						210104				01_10_210104_75520		Languages and Linguistics : Rental of Vehicles 

				01_13_404001_75520		Ofc of VP- Student Affairs : Rental of Vehicles		267.50						210105				01_10_210105_75520		Visual and Performing Arts : Rental of Vehicles 

				01_13_404007_75520		Internat'l Stu Aff : Rental of Vehicles 		94.75						210108				01_10_210108_75520		Mass Communications : Rental of Vehicles

				01_13_404021_75520		SGA : Rental of Vehicles 		880.50						214015		473.50		01_13_214015_75520		Concert Choir : Rental of Vehicles

				01_13_432002_75520		Men's Basketball : Rental of Vehicles 		479.00						220201				01_10_220201_75520		Biology : Rental of Vehicles

				01_13_432005_75520		Men's Track and Cross Country : Rental of Vehicles		1,062.50						220202				01_10_220202_75520		Chemistry : Rental of Vehicles 

				01_13_432090_75520		Athletics-General Expense : Rental of Vehicles 		770.75						220204				01_10_220204_75520		Computer Science : Rental of Vehicles 

				01_13_432108_75520		Cheerleaders : Rental of Vehicles 		89.00						230301				01_10_230301_75520		Economics and Business : Rental of Vehicles 

				01_13_432110_75520		Football : Rental of Vehicles 		315.00						230304				01_10_230304_75520		Physical and Health Education : Rental of Vehicles 

				01_12_503004_75520		Media Center : Rental of Vehicles 		59.50						307109				01_15_307109_75520		Career Services : Rental of Vehicles

				01_15_106002_75520		Off. of the President : Rental of Vehicles 		256.25						307105				01_15_307105_75520		Ofc of VP Advancement : Rental of Vehicles 

														404001		267.50		01_13_404001_75520		Ofc of VP- Student Affairs : Rental of Vehicles

														404005				01_13_404005_75520		Director of Student Act : Rental of Vehicles

														404007		94.75		01_13_404007_75520		Internat'l Stu Aff : Rental of Vehicles 

														404009				01_13_404009_75520		Women's Center : Rental of Vehicles

														404015				01-13-404015-75520		Student Engagement : Rental of Vehicles

														404016				01_13_404016_75520		Assemblies and Chapel : Rental of Vehicles

														404021		880.50		01_13_404021_75520		SGA : Rental of Vehicles 

				01-17-555303-75520		Trucking and Automobile Exp : Rental of Vehicles				4,748.25				404051				01_13_404051_75520		Resid. Life & Student Conduct : Rental of Vehicles

														404053				01_13_404053_75520		Band : Rental of Vehicles

						IU Vehicle Allocation 1-19								432001				01_13_432001_75520		Baseball : Rental of Vehicles

														432002		479.00		01_13_432002_75520		Men's Basketball : Rental of Vehicles 

														432005		1,062.50		01_13_432005_75520		Men's Track and Cross Country : Rental of Vehicles

														432090		770.75		01_13_432090_75520		Athletics-General Expense : Rental of Vehicles 

														432102				01_13_432102_75520		Women's Basketball : Rental of Vehicles 

														432103				01_13_432103_75520		Women's Soccer : Rental of Vehicles 

														432106				01_13_432106_75520		Women's Volleyball : Rental of Vehicles 

														432107				01_13_432107_75520		Women's Softball : Rental of Vehicles

								4,748.25		4,748.25				432108		89.00		01_13_432108_75520		Cheerleaders : Rental of Vehicles 

														432110		315.00		01_13_432110_75520		Football : Rental of Vehicles 

				Approved by:				Date Approved						503004		59.50		01_12_503004_75520		Media Center : Rental of Vehicles 

														106002		256.25		01_15_106002_75520		Off. of the President : Rental of Vehicles 

				Entered by:				Date Posted						206004				01_12_206004_75520		VP Office of Acad Affrs : Rental of Vehicles 

														220202				01_10_220202_75520		Chemistry : Rental of Vehicles 

				Journal Entry No.										307103				01_15_307103_75520		Alumni Relations : Rental of Vehicles 

														404016				01_13_404016_75520		Assemblies and Chapel : Rental of Vehicles 										Got Department Code from Lorna Chambers

				Comments:										432105				01_13_432105_75520		Women's Track : Rental of Vehicles 

														741535				02-00-741535-75520		The Male Initiative : Rental of Vehicles

														741383				02-00-741383-75520		ACAD_DEPT_Bus&Entrep Studies : Rental of Vehicles

														923001				02-11-923001-75520		Title III HBCU-17 Activity I : Rental of Vehicles

														210105				01-10-210105-75520		Visual and Performing Arts : Rental of Vehicles

														921229				02-11-921229-75520		DOT Summer Trans : Rental of Vehicles

														923003				02-11-923003-75520		Title III HBCU-17 Activity III : Renta

														931414				02-11-931414-76060		Amerisource Bergen Opioid Gran : Student Travel

														9????????				02-11-??????-75520

																4,748.25
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