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In order to facilitate the Requisition approval process, we have listed below several items to 
keep in mind. 

 
 

o Please obtain a copy of the latest edition of the Expense Object Code Definitions Listing 
from the Budget Office.   The listing is also available on-line at the NJIT website (click here).  
Keep it handy when preparing Requisitions.  Please make every effort to use the object 
code from the listing that most closely describes the actual expense being incurred. 

 
o Do not use an object code solely because that is the only budget line in which you have 

available funds.  (30xx series for Major Equipment and 31xx series for Minor Equipment 
versus the 4xxx series for Supplies.)  Use the correct object code as it relates to the actual 
expense.   If a Budget Transfer is needed, please process the request to the Budget Office. 

 
o Please be attentive to the distinction between Capitalized Equipment - 30xx, (unit price 

greater than $2,500) versus Non-Capitalized Movable Equipment – 31xx, ($2,500 or less 
per unit).   Also, bear in mind the distinction between items of Equipment versus an item 
that should be correctly classified as a Supply.   

 
o Before you create a requisition, if you are unsure of which object code to use, Please call 

the General Accounting Office, Mr. Sunil Patel, at ext. –7737.   This communication, up-
front, will save time and effort in processing and approving the equipment requisition. 

 
o Do not use Budget Holding Codes (3000, 3110,3900) in place of the actual expense object 

codes that most closely describes the actual expense, as per the Expense Object Code 
Definitions Listing.  The Budget Holding Codes are to be used solely by the Budget Office 
when entering the annual Departmental Budget Allocations.   They are not to be used to 
charge actual expenses on FRS. 

 
 

o Please be as detailed and accurate as possible when placing your descriptions on Screen 
254.   This will save time on phone calls and/or emails requesting additional information or 
clarification from the requisitioner. 

 
o On Screen 250, please enter the name and phone extension of the Contact Person for 

each requisition.  This will speed the process of communication should questions or 
problems arise when reviewing the Requisition for approval. 

 
o With the implementation of the Fixed Asset System, the description on Screen 254 

becomes extremely important.  It is the first two lines of the Screen 254 description that is 
transferred directly into the Fixed Asset System. 

 
o The first two lines should include a clear, accurate narrative description of the item and 

then the subsequent lines should be used to include the model number, part number, or 
catalog number of the item.  For example: 

 
DELL 2000 computer with monitor 
900 MHz memory and CD ROM  
Catalog No. 95607     Model 905 
As per quotation #357, dated 1-24-2000 
Instructional Laboratory use; Tiernan Room 209 

http://www.njit.edu/old/budg/forms/Object.pdf


 
o DO  NOT use descriptions that start with “As per telephone quotation with with Mr. Jones 

from DELL…”   or  “Ironbound computer for student use…….”   This information is 
meaningless to be transferred into the Fixed Asset System and it is also not meaningful to 
the vendor.   Remember that the Screen 254 description becomes the description printed 
on the Purchase Order sent to the vendor. 

 
o If there is more than one item being purchased on the same requisition, you MUST list 

each item separately with a detailed and accurate description.  Always Include unit cost 
and quantity for each item on your requisition. 

 
o The Fixed Asset System requires that a unique and distinct asset number be assigned to 

each and every item purchased.  Therefore, clearly defined descriptions, quantities and 
unit prices are extremely important. 

 
o When possible, items of equipment  (3xxx) versus items of supplies (4xxx) should be 

ordered on separate requisitions.   However, when accessories are ordered that are 
directly related to the main equipment being purchased, use the same equipment object 
code for these accessories regardless of unit cost.    The main piece of equipment, along 
with its related accessories, will be recorded as one complete package within the Fixed 
Asset System. 

 
o For stand-alone minor equipment (unit cost $2,500or less), use the Non-Capitalized  

(Minor) Movable Equipment Object Codes, the 31xx series.  Examples are fax machines, 
scanners, and certain models of printers.  

 
o When using multiple 6-digit FRS account numbers or multiple object codes, (3xxx and 

4xxx), use the exact dollar amount to be charged for at least one of the object codes.  The 
remainder of the total requisition amount should be reflected as a percentage (%).   For 
example: 

 
9-97754-3005       $2,700.00                          2-17965-4005       100% 
 
Requisition Total = $3,045.67.   Therefore, $345.67 will be charged to             account 2-
17965-4005. 

 
o On Screen 251, indicate the name of the person who is ordering the equipment.  Include 

the person’s telephone number, department name, building name and and room number.  
This should be the location of the equipment being purchased. This information facilitates 
the process of arranging appointments to have the equipment purchases properly tagged 
for inventory purposes.     

 
o Personal reimbursements for purchases of equipment, computer or non-computer and 

related accessories and/or supplies are DISCOURAGED.  Direct payments to vendors 
provide a clear audit trail and facilitate the process of updating the Fixed Asset System.   
When and if a personal reimbursement is necessary, all, repeat ALL, of the above-
described information must be provided on the reimbursement requisition.  Failure to 
include all relevant information will only cause delays in the requisition approval process. 

 
o Do not use the Unit of Measure as “OTH” on Line No. 1 of your requisition.  This 

description causes problems in the Fixed Asset System since it does not create a unique 
asset with the unit of measure as “Other”.  For assistance, please contact the General 
Accounting Office, Mr. Sunil Patel, at ext –7737. 

 



o For all requisitions charging a grant account, 9-xxxxx, please use the appropriate Req Type 
that begins with a “G”:   “GE” (grant equipment, non-computer) or  “GC” (grant computer 
equipment or computer-related supplies). 

 
o For all other requisitions charged to non-grant accounts, please use the correct Req Type 

as “UE” (university equipment, non-computer) or “UC” for the purchase of computer and 
computer-related equipment and/or supplies.    

 
o When you are requested to delete a requisition from FRS, please do so promptly.  If you do 

not know how to delete a requisition in the system, please contact the Purchasing Office 
for instructions. 

 
o All requisition numbers must begin with the letter “R”.   If an error is made when initiating 

a req in FRS, please delete the incorrectly lettered requisition and start again. 
 
 


