SOUTHWEST MINNESOTA STATE UNIVERSITY

Business Services Internal Procedure

Chart of Accounts

The Office of Business Services maintains a chart of all cost center numbers assigned to represent the internal budgets, (state, federal, private, student activity, agency, auxiliary services, etc.).

The creation of a new cost center should be requested via memorandum to the Business Manager.  The following information should be included on the request:

1. Account Title (limited to 40 spaces)

2. Authorized Signature (responsible person)

3. Effective Date

4. Source of Funds

5. Purpose of Cost Center

The request for a grant cost center establishment should include the entire list above, plus a letter of award, and a copy of the grant and its terms and conditions, and beginning and end dates if not included in the letter of award.  

The requesting individual will be notified of the cost center number.

