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Accounting Department
Abbreviations and Standardized 

Descriptions for Journal Entries
Standardized descriptions:

· Description should begin with lowercase initials and underscore. 

· Be as descriptive as possible in the first 30 characters.

· Don’t use “to record” in first 30 characters.

· Don’t start description with date – to help with sorting.

· Start description with action (i.e. RCLS, TFR)

Abbreviations
· Use month, not period. SEP07 (not P3FY07)

· FB= Fund balance

· FBC= Fund balance clearing

· FBC-PR= FBC payroll

· RCLS= Reclass

· RVS= Reverse

· TFR= Transfer

· ADJ= Adjust

· CORR= Correct/correction

· CYD= Current Year Distribution

· Q1FY07= 1st Quarter FY 07/08

· PY= Prior year

· CY= Current year

· FY= Fiscal year

· Proj= Project

· Prog= Program

· Cls= Class

· REV= Revenue

· EXP= Expense

· For fund, account, dept ID, use number only,  descriptive word not needed (i.e. 48500, not Fund 48500; 660003, not Acct 660003; 1039, not Dept ID 1039)

