Guidelines for Creating a Description for a Financial Transaction

Financial transactions need to be clearly described for purposes of reporting, reconciling and adjusting.  Examples of financial transactions include cash receipts, deposit corrections, requisitions, purchase orders, invoices, travel expense reports, PCard charges, and journal entries.  For each of these transactions, a good description will help differentiate that specific transaction from all others in the general ledger and on a Finance Mart report.  

In addition to description, a financial transaction has other elements attached that already help to differentiate it from other transactions.  For example, there will be a posting date, a chartfield, a transaction type and perhaps a customer or vendor.  The goal in writing a good description is to be clear to someone who will read the description in the Finance Mart reports, but not repeat other information that is already there. 

The elements of a good description include the following:

· Unique information for this purchase or transaction
· Business purpose for the transaction

· Dates and reference numbers for corrections so that the original transaction can be traced

· Short terms that fit into the allowed number of spaces in the general ledger, with key terms towards the front of  the description
The elements of a good description will NOT include the following:

· Information that is already present in another part of the transaction such as chartfield or transaction type

· Jargon or references known only to the vendor,  individual or industry

· University acronyms that might not be clear, such as ‘CAS’

· Extra words such as ‘a’, ’to’, or ‘the’ unless they are needed to make the statement clear

On the attached page is a table with two examples for several of the referenced types of financial transactions – one that would be considered incomplete and one that is more clearly worded.
Examples for Descriptions of Financial Transactions

	Transaction Type
	Incomplete Description
	Clearly Worded Description
	Why It’s Better

	Cash Receipt
	Customer Cash Sale
	Dell Computer 3 gig
	Describes what was bought

	Deposit correction
	To correct deposit
	Reverse  # 12345 from April 6, 2010
	Identifies first transaction with date, no extra words

	Requisition
	Dell Order # 123456
	Three lab computers 
	Describes items, vendor name is on PO already

	PCard purchase
	#127859604


	Electric stapler  - Dean Jones
	Describes item, does not use vendor order or part #

	PCard purchase
	Special event taking place including hundreds of students so office supplies are needed for Dean Jones
	Office supplies – New Student Day
	Only 36 allowed spaces so description will be cut off and read:  Special event taking place including

	Purchase order
	2 Disney videos
	2 Disney videos for grant studying child media preferences
	Explains business purpose

	Purchase order
	Bus Service
	Bus service April 3, 2010 Miami
	Identifies specific trip

	Journal Entry
	To adjust
	Transfer PFS123456 from operating unit UNV to TPA
	Explains purpose and references original transaction

	Travel Expense Report
	No cab receipt
	Traveler shared cab with other USF traveler (name) who put receipt in their expense report
	Makes it clear that needed receipt was obtained and where it can be found


