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Section 1 – An overview 
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1.1 Introduction 

 

1.1.1 How to use this guide 
 
This chapter of the Financial Procedures Manual is split into four sections. 

 

Section 1 Recommended reading for all users of the Cambridge University 

Finance System (UFS) 

Gives you a general overview of what we mean by the chart of accounts 

and its importance, with a brief description of what each segment means 

and some basic rules about its use. 

Section 2 A reference guide for Source of Funds codes 

Gives a fuller description of what each Source of Funds code represents, 

how it can be used and why. 

Section 3 A reference guide for Transaction codes 

Gives a fuller description of what each Transaction code represents, how 

it can be used and why. 

Section 4

  

The role of the chart of accounts in reporting 

Provides background information about how the chart of accounts is used 

in the production of management information and financial statements. 

 

Further guidance is available in: 

 

 best practice guides 2 and 3 - “Guidance for using CUFS coding” and “Transfer 

codes” - available from the Financial Procedures section of the web site; and 

 

 section 2 of Finance Training’s “Getting started in the General Ledger” manual. 

 
 

1.1.2 What is the chart of accounts? 
 

The chart of accounts is the collective name that we give to all our General Ledger 

account codes. It includes the way the account codes are structured as well as the 

individual codes themselves. 

 
 

1.1.2 Why is it important? 
 
The General Ledger (also known as the GL or the Nominal Ledger) is at the heart of 

any accounting system. The GL collates information from the rest of the system for 
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all transactions that have been processed. This information can then be summarised 

for management and financial reporting purposes. 

 

The chart of accounts enables information to be processed uniformly throughout the 

University, which means: 

 

 Comparable reports can be produced at Department, School, Faculty, and 

University levels. 

 

 Financial information can be categorised correctly to produce the statutory 

financial statements and returns required. 

 
 

1.1.4 Overview of the structure 
 

General Ledger account codes are made up of six segments. 

 

Segment Characters Purpose 

Entity 1 Identifies the organisation 

Department 2 Identifies the Department / operational area within 

an Entity 

Cost Centre 4 Identifies a specific activity or section within a 

Department 

Source of Funds 4 Identifies the type of funding, and in some cases 

the specific funding provider 

Transaction  4 Identifies the nature of an item 

Spare 4 Always 0000 

 

They are normally written in a string format eg U.AG.AGAA.AAAA.ESBC.0000, with 

or without the final 0000. 

 

 

 

 

 

 

 

Currently (at July 2015) the number of active General Ledger code combinations is 

181,300.  Care is vital when entering an account code to avoid creating an incorrect 

combination.   

 
  

Initially transactions processed via the Grants module have a different format of 

codes to record the type of specific information that is required for grant claims and 

for monitoring spend against individual project budgets over the life of the grant. 

 

 However, when the information is transferred into the General Ledger it is 

automatically summarised and converted into the above standard format. 
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1.1.5 General guidelines 
 

 Source of Funds and Transaction codes are generic across all Departments. 

 Cost Centre codes are, in the main, specific to a Department. 

 Make sure each part of the code is correct. 

 An up-to-date listing of the available values for any segment can be produced by 

running the Chart of Accounts - Segment Value Listing (UFS) report in the GL 

module of UFS. 

 Each Department should look at the codes they use most often, agree a uniform 

selection and prepare a crib sheet. 
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1.2 Entity segment 
 

The principal purpose of UFS is to form the accounting records for the academic University, 

consisting of all the academic Departments, museums and collections, administrative and 

other services. 

 

In addition, a number of other bodies use UFS for part or all of their accounting records, and 

the University uses UFS to record the detail of investments managed on behalf of other 

bodies.  In both cases the bodies concerned have a connection with the academic University 

but are responsible for preparing their own financial statements. They include Cambridge 

Assessment and Cambridge University Press (parts of the same legal entity as the academic 

University), subsidiary companies, trusts and charities, Cambridge Colleges, student 

societies and pension schemes. 

 

The first segment of the account code is used to identify the Entity.  

 

A Associated bodies 

C Trusts 

P Pensions 

U University (used by all University Departments) 

 

 

1.2.1 Associated bodies 
 

The principal associated bodies using UFS are listed below. (There are many others 

that do not use UFS.) 

 

 Graduate Union 

 University Sports & Social Club 

 Friends of Scott Polar Research Institute 

 University of Cambridge Dental Practice Limited 

 Veterinary School Trust 

 Colleges, Cambridge Assessment and other organisations (to the extent of 

their investment in the Cambridge University Endowment Fund, CUEF) 
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1.3 Department segment 
 

This is used to define the Department or institution processing the transaction, eg AG for the 

Finance Division. The first letter can help to indicate the group to which the Department 

belongs. 

 

Department code 
range 

Area 

0 University balance sheet 

A – B Unified Administration Service (UAS) 

D Non-School Institutions (NSI) 

E Other 

G School of Arts & Humanities 

J School of Humanities & Social Sciences 

K-M School of the Physical Sciences 

N School of Technology 

P School of the Biological Sciences 

R-S School of Clinical Medicine 

U-X Various but principally Non-School Institutions (NSI) 

W Investment accounting (central use only) 

 

  

  
A full list of Department codes is available at: 

http://ufs.admin.cam.ac.uk/r12reference/codes/deptcodesbycode.pdf 

http://ufs.admin.cam.ac.uk/r12reference/codes/deptcodesbycode.pdf
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1.4 Cost Centre segment 

 

1.4.1 What are Cost Centres? 
 

Cost centres allow Departments to organise and group their accounts to reflect their 

own departmental activities and set up. For example, a Department may have Cost 

Centres for administration, laboratory managers, conferences, canteens or specific 

courses. Expenditure (and income) is then allocated to the appropriate Cost Centre. 

This enables Departments to manually set budgets for each activity and monitor its 

performance. 

 

There are currently (at July 2015) over 30,000 Cost Centres enabled on the system. 

 

A UFS standard report can be run to provide a list of all your departmental Cost 

Centres (see 1.1.5 General Guidelines). 

 
 

1.4.2 Format 
 

The Cost Centre code is comprised of four characters: the first two are normally the 

Department code and the next two identify the particular activity or budget holder. 

  

 

 

 

 
 

 
 
 
 
 
 
 
 
 

 

 

 

1.4.3 Cost Centres for trust funds 
 

If your Department has any trust funds then you also use two specific Cost Centres:  

 ZZYA   permanent trust fund capital 

 ZZYB         spendable trust fund capital 

 

The standard 
set that all 

Departments 
get 

DO NOT 
USE 
The system uses 
this when it 
transfers in data 
from the 
Research Grants 
Module 

For more information see Chapter 13 – Trust Funds 

Each Department has automatically been set up with a standard set of Cost Centres 

covering activities such as administration, workshop, library, catering and research 

grants. Other Cost Centres specific to the Department can be added at the request of the 

Department (see 1.4.4 ). 

 

An example of some of the Finance Division’s codes is given below. 
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1.4.4 Requesting a new Cost Centre 
 

When a new Cost Centre is required, the Departmental Secretary or Administrator 

should email the helpdesk at ufsglcodes@admin.cam.ac.uk and give the following 

information: 

 

 The code and name of the required Cost Centre 

 Its purpose 

 The Source of Fund codes it is most likely to be used in conjunction with 

 

The latter is required so that the Taxation team can be advised and, if necessary 

investigate any likely VAT issues and set up any VAT reclaim. 

 

Some Schools have local arrangements to request Cost Centre codes via the School 

Office rather than directly.  Check with your Finance Adviser before making your first 

request. 

 

 

1.4.5 Closing existing Cost Centres 
 

Cost centre codes can be closed when they are no longer required. This prevents 

further expenditure or income being posted to them.  To close a Cost Centre code: 

 

 Ensure that the balance is zero.  

 E-mail the General Ledger helpdesk at ufsglcodes@admin.cam.ac.uk 

 
 
 
 

 
 

  

It is possible to temporarily deactivate a Cost Centre during the financial 
year, for example to stop any more expenditure being coded against it. 
However, it will have to be re-opened by the Finance Division before the 
roll forward process can be undertaken. 

 

mailto:ufsglcodes@admin.cam.ac.uk
mailto:ufsglcodes@admin.cam.ac.uk
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1.5 Source of Funds segment 

 

1.5.1 What does this mean? 
 

Each four digit code represents a different source of income. Income and expenditure 

funded by that income, has to be recorded against a specific Source of Funds code. 

For detailed guidance, see section 2 . 

 
 

1.5.2 Why is this important? 
 

Funding for the University’s activities comes from many different sources. The 

University has a responsibility to its sponsors, donors, and government funders to 

separate, manage and report (in most cases) on the activities based upon the Source 

of Funds. 

 

There are currently (as at July 2015) 4,200 Source of Fund codes enabled on the 

system 

 
 

1.5.3 Format 
 

The Source of Funds code is represented by four characters, which are the same 

across all Departments. Although the list is very long there is a logical structure. 

 

1
st

 Letter Type 

0 Balance sheet 

A Chest 

B Recoverable from external sources 

C Recoverable from internal sources (central use only) 

E General reserves 

F Specific reserves 

G Self-supporting activities 

H Specific donations 

I Specific endowments 

J Specific grants 

K Trust funds 

L Trust funds appropriations 

M Research grants and contracts 

P Building projects 

R General endowments (central use only) 

T Investment account (central use only) 

U Pension funds (central use only) 

X Associated bodies 

Z Depreciation (central use only) 
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1.5.4 Requesting a new Source of Funds code 
 

If a new Source of Funds code is required, the Departmental Secretary or 

Administrator should email a request to the helpdesk at 

ufsglcodes@admin.cam.ac.uk and give the following information: 

 

 the name of the required Source of Funds 

 its purpose 

 

Further information may be required to support the request. If the request is 
approved, an appropriate code will be allocated by the Finance Division.  Some 
schools have local arrangements to request codes via the School Office rather than 
directly.  Check with your Finance Adviser before making your first request. 

 
 

1.5.5 Source of Funds and investment 
 
Departments are able to invest surplus income on specific Sources of Funds in either 
Cambridge University Endowment Fund (CUEF) units or in the University Deposit 
Account.  Chapter 12 of the Financial Procedures Manual outlines which Sources of 
Funds are eligible in each instance and how to proceed. 

 
 

1.5.6 Source of Funds and overhead charges 
 
See Chapter 13 of the Financial Procedures Manual (paragraph 4.2) for the basis of 
charging overheads on Trust Funds.   
 
The indirect cost charge (ICC) is an overhead charged on pay costs met from most 
other non-Chest Sources of Funds.  As outlined in Planning Office guidance, ICC is 
intended to recognise and recover part of the central and local infrastructure costs of 
non-Chest funded activity.  For further advice and guidance please contact your 
School Finance Manager. 

 
 

  

mailto:ufsglcodes@admin.cam.ac.uk
http://www.admin.cam.ac.uk/cam-only/offices/planning/procedures/icc/
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1.6 Transaction segment 

1.6.1 Importance 
 
Transaction codes are used to describe the nature of an item in a consistent manner 
across all Departments. They are used to describe income and expenditure 
transactions as well as any brought forward balances and items that are recorded on 
the University’s balance sheet (eg assets and liabilities).  This is required for 
reporting and control purposes. There are currently (at July 2015) 5,200 Transaction 
codes enabled on the system. 
 

For detailed guidance, see section 3 below 

 
 

1.6.2 Format 
 

The code consists of four characters: the first identifies what sort of account the 

transactions should be attributed to and the next three exactly what the transaction 

was.  The codes you will most commonly use are likely to begin with E (for 

expenditure) or L (for operating income).  

 

1st Letter Detail  

A Stipends  
 

B Casual pay and other pay elements 

C Wages 

D Wages (no longer in use) 

E Consumables expenditure  

F Other non-pay expenditure 

H HEFCE income  

K Academic fees and support grants 

L Other operating income 

N Investment income 

P Fixed assets  

S Bank accounts, petty cash and investments 

T Stock 

U Debtors 

V Creditors 

W Deferred capital grants 

X Reserves and investment revaluation 

 

1.6.3 Requesting a new Transaction code 
 

If a new Transaction code is required, the Departmental Secretary or Administrator 

should email a request to the helpdesk at ufsglcodes@admin.cam.ac.uk and give the 

following information: 

 

 The name of the required Transaction code 

 Its purpose 

 

Further information may be required to support the request.  If the request is 

approved, an appropriate code will be allocated by the Finance Division.   

Expenditure - pay 

Expenditure – 
non-pay 

Income 

Balance 
Sheet 

mailto:ufsglcodes@admin.cam.ac.uk
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1.7 Spare segment 
 
This is simply a spare field in case we decide to expand the accounting code structure at 
some point in the future. For the present this is always going to be 0000 (four zeros). 
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Section 2 – Detailed Source of Funds 
guidance 
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2.1 ‘A’ Sources of Funds: The Chest 

 

2.1.1 AAA*: Chest non-pay 
 

Principally AAAA, this is the Source of Funds for non-pay expenditure. 

 

The allocation is based on the annual planning exercise carried out by Schools in the 

Michaelmas term. Most but not all Departments have such a budget.  Budgets are 

posted by the Finance Division and usually phased equally over the year, although 

this may be revised to reflect actual spending patterns.   

 

AAAA should be used to record general departmental running costs where costs 

cannot/should not be funded from elsewhere (eg from a trading activity). 

 

There should be no income posted to this Source of Funds. If a proportion of costs 

originally allocated to AAAA is in fact financed by funds from another source – then 

these costs should be moved out of AAAA and allocated against the Source of Funds 

which this other income is allocated to. 

 

At the end of the financial year the balance will normally roll up into the departmental 

accumulated balance Source of Funds – ADAA.  

 
 

2.1.2 AB** / AC**: Chest stipends / wages 
 

Principally ABAA (stipends) and ACAA (wages), these Sources of Funds are used to 

identify salaries for staff where it has been agreed that their post will be funded 

directly by the Chest.  

 

At the end of the financial year the balances on these Sources of Funds will normally 

roll up into the departmental accumulated balance Source of Funds – ADAB.  For 

some Schools the surplus / deficit (entire or partial) is rolled up to the School Office.  

Check with your School Finance Manager.  

 
 

2.1.3 AD**: Accumulated balances 
 

Balances on these Sources of Funds are accumulated from prior year surplus/deficit 

on recurrent chest sources (AAAA, ABAA & ACAA) – see above. 

 

They can be used to offset any overspends in the current year’s AAAA Source of 

Funds or alternatively items of expenditure can be charged directly to these codes. 
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2.1.4 AH**: Non-recurrent grants 
 

Departments can apply for non-recurrent grants throughout the year to cover specific 

one-off items of expenditure.  In most cases these are now handled through the 

school office. Successful applications will have a budget allocated against a specific 

AH** Source of Funds, which will be notified to them by Financial Planning & 

Analysis. (AH** codes replaced D*** codes in 2008.) 

 

Any subsequent expenditure on the items related to the grant should be coded 

directly to the Source of Funds.  When the budget is allocated you will be notified 

where unspent funds are returned to. 

 
 

2.1.5 AN**: Special expenditure, strategic expenditure, managed and 
administered funds 
 

Administered funds hold Chest allocations to meet certain costs incurred University-

wide and which do not form part of the running costs of the central offices that 

administer them.  

 

Budgets are allocated to these Sources of Funds by Financial Planning & Analysis. 
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2.2 ‘B’ Sources of Funds: Costs reimbursed from external                                   
          sources 
 

The B Sources of Funds are used where costs are initially paid by the University but on the 

basis that they will be reimbursed from an external source who was party to the initial 

expense.  There are two main examples of this. 

 
 

2.2.1 Salaries and related expenses (eg maintenance costs) 
 

In some cases salary costs are paid through the University payroll and then 

reimbursed either in part or in full by external bodies. This commonly happens in the 

Clinical School departments where specific staff have joint employment contracts 

with the University and an NHS body such as Cambridge University Hospitals NHS 

Foundation Trust. This range of funds is therefore split into two areas: 

 

BA**  Health & Hospital Authorities 

BN**  Other 

 

In both cases the salaries and costs for such staff are coded by payroll directly to the 

appropriate B Source of Funds. On a regular basis the Department raises invoices to 

the appropriate funding bodies, with the income coded to the same B Source of 

Funds.   

 

 

2.2.2 BMRC: Insurance Claims 
 

Income due or received as the result of an insurance claim is coded to Source of 

Funds BMRC.  The associated replacement costs less any policy excess should also 

be posted to this Source of Funds.  Cost Centre **AZ (where ** is the Department 

code) should be used in conjunction with insurance claims. 

 
For more information see Insurance guidelines on the web 
http://www.admin.cam.ac.uk/offices/insurance/guidance/ 

 
 

2.2.3 Important distinction between B and G Sources of Funds  
 

B Sources of Funds should not be used for either of the following situations which are 

to be treated as trading and coded to Source of Funds GAAA. 

 

a. Recharges 

A recharge occurs where the University recovers from a third party the costs 

incurred in either: 

 paying an employee (other than one with a joint employment contract); or 

 paying a supplier 

For more information see Insurance guidelines on the web 

http://www.admin.cam.ac.uk/offices/insurance/guidance/ 
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The recharge to the third party is a supply for VAT purposes and must be coded to 

Source of Funds GAAA.  Staff secondments will normally be treated as recharges 

for this purpose. 

b. Contract for services 

Many staff positions are coded to GAAA where an activity is being ‘traded’ and 

where the customer pays the University for services provided. 

 
 
 
 
 
  

B*** 
Income and expenditure should be matched and reconciled (ideally monthly) and should 
be in balance at the year end 
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2.3 ‘E’ Sources of Funds: General reserves 

 

2.3.1 ECBA: Departmental QR 
 

Part of the HEFCE allocation is in respect of quality research carried out and 

assessed every few years.  Schools and Departments receive their share of charity 

QR (quality-related research) in the form of a budget allocation on Source of Funds 

ECBA. 

 

The budget is calculated and allocated in September /October based on the QR 

charity support fund grant to be received from HEFCE over the course of the current 

financial year. 

 

 

2.3.2 EDAA and EZ**: Departmental share of overheads  
 

In the pursuit of research activity, use is made of many University resources. These 

indirect costs are known as ‘overheads’. Sponsors are therefore asked for a 

contribution to the full costs that support research activity. Thus ‘overheads’ include 

the costs of: 

 

 staff providing support to the research project; 

 use of institution or departmental facilities and services; 

 administration; 

 all departmental and central facilities which directly and indirectly support the 

activity, including libraries and maintenance. 

 

Overheads cover costs that have been incurred both centrally as well as in the 

department, and therefore this income is normally shared between the Department 

and the Chest.   

 

The departmental share of overheads is credited by the Finance Division on the 

appropriate Source of Funds (specific to sponsor type).  In order for this to be more 

manageable for Departments and Schools, funds may be pooled on Source of Funds 

EZZZ using transfer transaction code EZXX. 

 
              

2.3.3 EDBA – EDCZ: Excess research grant income 
 

Sometimes there may be monies left unspent on a research grant at the end of a 

contract. The majority of these will be fixed priced contracts where we receive the 

money in advance. 

 

Income is journalled from the M Source of Funds to a set of Source of Funds codes 

in the range ED** and Transaction codes LZEG “research grant revenue released in 

year”. 



Finance Division  23 
October 2015 Version 2.0 

 

Departments can pool these funds to one Source of Funds (EDCZ) using transfer 

transaction code EZXX. 

 
 

2.3.4 EFAA to EYZZ: General donations 
 

A general donation is one where the donor has not attached any specific conditions 

to it, eg contributions to a general appeal.   

 

A specific donation (see H Source of Funds) is where the donor has placed 

restrictions on the use of the gift.  

 

For help in classifying donations please see section 2.6 'H' Sources of Funds 
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2.4 ‘F’ Sources of Funds: Specific reserves 
 

These are only allocated with permission from the Finance Division. They are specific 

reserves that arise from budget allocations for specific large projects, eg CAMSIS. 

They are sometimes referred to as “sinking funds”. 

 

Please contact your School Finance Manager if you would like to use one of these 

accounts. 
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2.5 ‘G’ Sources of Funds: self-supporting activities 
 

All these Sources of Funds designate what the University describes as self-supporting 

activities. They should be self-funding in that they cover all of their related costs. 

 

Thus an overriding principle is that the full costs of an activity should be matched against the 

income received. 

 
 

2.5.1 GAAA: External trading 
 

To be used to record all income and expenditure incurred in providing a service to 

customers outside the University. External customers include Associated Bodies, the 

Colleges, individual staff and students. 

 

This Source of Funds is particularly important, since for taxation purposes we need to 

declare the value of our external sales. 

 

 

 

  
 
 
 
 

 
 

2.5.2 GAAB: Internal trading 
 

To be used to record all income and expenditure incurred in providing a service to 

other University Departments.  

 

(A Department receiving services from within the University should code the costs 

charged by another Department to the Source of Funds appropriate to its own 

funding for that activity.) 

 

 

 

 
 

 
 

2.5.6 GAAD / GAAF: Inventory controls 
 

To be used to record inventory (stock) movements for departments using the 

Inventory module within CUFS (GAAD) and for departments operating a stock / 

stores system outside of the Inventory module (GAAF).   

 

GAAA 

 Should include all of the activity’s related costs – either allocate directly or where not 

easily identifiable transfer a proportion by means of journals.  

 Should not be in deficit once all the income has been accounted for. 

 Overheads will be charged on any salary costs. 

 For guidance on how to record the use of trading surpluses please refer to the best 

practice guide number 3 “Transfer Codes”. 

 

GAAB 

 Should include all of the activity’s related costs – either allocate directly or where not 

easily identifiable transfer a proportion  by means of journals. 

 Should not be in deficit once all the income has been accounted for. 
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Contact the Inventory helpdesk for advice on using these Sources of Funds to 

manage departmental inventories (stores). 

 
 

2.5.7 GAAE / GAAH: Research facility sustainability reserve 
 

Trading reserves for major (GAAE) and small (GAAH) research facilities may be 

transferred to Source of Funds GAAE /GAAH as appropriate to ring-fence reserves 

for future investment in the facility. 

 

Please contact your School Finance Manager if you operate a research facility and 

would be interested in using these Sources of Funds. 

 
 

2.5.8 GB**: Research training support grants and other studentships  
 

Income from sponsors to support research students, other than those dealt with on 

the grants module. 

 

 GBAA  used for non-commercial sponsors 

 GBAB  used for commercial sponsors who will be charged VAT 

 
 

2.5.9 GC**: Gift Aid from subsidiary companies 
 

Income received by departments from any of the University’s subsidiary companies 

including  Cambridge Enterprise Ltd and Cambridge University Technical Services 

Ltd. 

 

 

2.5.10 GD** / GF**: College support grants 
 

Income received from the Colleges to support the research activities of students and 

fellows.  
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2.6 ‘H’ Sources of Funds: Specific donations 
 

Specific donation accounts are set up for funds donated by way of gift to the University (or a 

Department) for a specific purpose excluding: 

 a contribution to the construction of a building 

 funds which are required to be held as an endowment 

 grants 

 

A separate Source of Funds should be set up for each distinct purpose, so that the 

application of funds to the specified purpose can be tracked and, if necessary, reported to 

the donor(s).  Multiple gifts contributed to an appeal for funds to be applied for a specific 

purpose can be combined in a single Source of Funds.  Donation accounts can also be 

spread over multiple Cost Centres and even Departments if appropriate. 

 

Donations here exclude grants, which have some similar characteristics.  Specific grants are 

dealt with in J Source of Funds – see below for further details. 

 

The specific purpose referred to is a restriction imposed by the donor(s), rather than a 

purpose to which an unrestricted gift has been allocated by the Department or by the 

University.  Funds arising from unrestricted donations are dealt with in Sources of Funds 

EFAA to EYZZ. 

 
 

2.6.1 Exclusion of endowment funds 
 

Where a donor specifies that a gift is to be retained and invested for the longer term 

to generate income, this form of restriction creates an endowment.  Endowment 

funds may also exist where the funds donated with a specific restriction are so large 

in relation to the area of spend to which it relates that it will inevitably need to be 

retained over a lengthy period – five years is a useful cut-off point.  Most of the 

endowment funds in the University are trust funds with regulations (see K Sources of 

Funds below); any others should be set up as I Source of Funds. 

 

For the avoidance of doubt, the following is a list of attributes / exclusions of a 

specific donation accounted for as an H Source of Funds: 

 

 Is receivable as a donation or gift. 

 We know that the donor has placed restrictions on the spending of this 

donation. 

 Not a grant (as defined below under J Source of Funds). 

 Not funding for research activity (which should be notified to Research 

Operations). 

 The gift is not a contribution to the costs of a building project (P Sources of 

Funds). 

 Not received as part of a contractual relationship (as in trading – see G 

Sources of Funds). 
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 A trust fund has not been / is not being established. 

 The donor has not specified that the gift is to be invested for the longer term, 

nor is it practically inevitable that the gift will be retained for at least five years 

   

Restricted funds, such as the balances on specific donation accounts, which are 

available for a specific activity should be applied to that activity before any general 

departmental or institutional funds are applied.   

 

In financial statements from 2015-16 onwards H Sources of Funds will be included in 

restricted reserves. 

 

 

 

2.7 ‘I’ Sources of Funds: Specific endowments 
 

These are for donations where the donor has specified that the gift is to be invested for the 

longer term, but where no trust fund has been established. In most cases the donor has also 

placed restrictions on the use of the income arising. 

 

‘IC**’ Sources of Funds are used for funds designated for specific longer term purposes by 

the University.  In these cases, because the restrictions are not externally imposed, the 

treatment in the financial statements differs from the standard treatment for ‘I’ Sources of 

Funds. 
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2.8 ‘J’ Sources of Funds: Specific grants 
 

The J Sources of Funds are used to account for non-research grants received from the 

Higher Education Funding Council for England (HEFCE) and other bodies for specific 

purposes, together with the associated expenditure, whether revenue expenditure or 

expenditure on capital equipment.   

 

2.8.1 Restrictions on the use of ‘J’ Source of funds 
 

J Sources of Funds are not used for the funding of construction or refurbishment 

projects (see 2.12 below re P Source of Funds codes). 

 

J Sources of Funds are not used for unrestricted grants: unrestricted grant funding 

from HEFCE is credited to the Chest (Source of Funds AFAA). 

 
 

2.8.2 Distinction between donations (H) and grants (J) 
 

The distinction between restricted / specific donations (H) and restricted / specific 

grants (J) is based on the following definition of specific grants for this purpose. 

 

Specific grants for this purpose are transfers of resources by government and similar 

bodies to the University in return for compliance with specified conditions, other than 

the funding of research.   

 

For this purpose, government and similar bodies consist of the following: 

 UK government departments and their agencies; 

 Non-departmental public bodies, as defined by the Cabinet Office (including 

Arts Council England and the Heritage Lottery Fund); 

 Local government; 

 EU funding agencies; 

 Local and regional funding agencies; and 

 NHS bodies (but not charities connected with NHS bodies). 

 

Voluntary (ie non-contractual) restricted income received from a body not included in 

this list, even if referred to as a grant in the relevant paperwork, is to be treated as a 

specific donation (H Source of Funds). 

 
 

2.8.3 Range of codes 
The range of codes is currently organised as follows: 

 

 JAAA to JNZZ: Specific grants from HEFCE 

 JTAA to JTZZ: Specific grants from the funding body for teacher training 

(currently NCTL) 

 JUAA to JUZZ: Specific grants from other bodies 
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2.9 ‘K’ Sources of Funds: Trust funds 
 

Many departments receive income from trust funds. Each trust has its own deed that details 

the rules and regulations concerning its set up and use. Details of each trust are recorded in 

the University’s statutes & ordinances.  

 

On CUFS, each trust fund is distinguished by a unique Source of Funds code, all of which 

start with the letter ‘K’ to distinguish them from other sources of finance. The remaining three 

characters in the code are a unique identifier for that individual trust.  

 
 

2.9.1 Permanent capital 
 

This has to be retained by the University in order to comply with restrictions imposed 

by the donor, and cannot be spent (this is often the original amount given to set up 

the trust).  This is identified for each trust fund on the system by the Cost Centre 

ZZYA. 

 

2.9.2 Spendable capital 
This could consist of amounts from various sources: 
 

 donations with no stipulation that the capital has to remain invested; 

 income generated from investing the capital of the trust fund; 

 any accumulated unspent income from previous years. 

 

Identified for each trust by the Cost Centre ZZYB. 

 
 

2.9.3 ZZYC 
 

In some cases (formally, under an experimental pilot scheme) a third Cost Centre 

ZZYC, is used to denote the element of spendable capital which needs to be retained 

/ preserved in addition to permanent capital in order to secure the viability of the fund. 

 
 

  K*** 

 Cannot spend against ‘Permanent Capital’ – Cost Centre ZZYA 

 For more information see Trust Funds – Chapter 13 
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2.10 ‘L’ Sources of Funds: Trust fund appropriations 
 

Sometimes departments and trust managers may wish to appropriate (transfer) funds from a 

trust, for example: 

 

 where funds need to be appropriated to another Department;  or 

 where the fund expenditure is large or spread across a number of activities and 

there is a need for greater reporting functionality. 

 

If this is the case then please email UFS_TF@admin.cam.ac.uk. 

 

2.10.1 What will happen? 
 

Finance will transfer the amounts requested to another unique Source of Funds that 

will start with an ‘L’ followed by three characters representing the fund itself. For 

example, an appropriation from trust fund KABC would be shown as the Source of 

Funds LABC.  You can then link this Source of Funds with any of your Department's 

Cost Centres.  

 

 

 

 

 

2.11 ‘M’ Sources of Funds: Research grants and contracts 
 

Detailed information for research grants is held in the Grants / GMS module in CUFS.  

Summary information is passed into the General Ledger via a nightly interface.  Transactions 

are summarised by Department and by sponsor type. 

 

 

 

 

 

 

  

L*** 

 Should not be overspent  

 For more information see Trust Funds – Chapter 13 

 
 

M*** 

 No entries are made direct to the M Source of Funds.   

 Individual research grants are managed through the GMS module. 

 For further guidance see chapter 19 of the Financial Procedures Manual “Procedures for 

financial management of Research Grants”. 

 

mailto:UFS_TF@admin.cam.ac.uk
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2.12 ‘P’ Sources of Funds: Capital projects 
 

The ‘P’ Source of Funds is used for funding received specifically or approved for buildings. 

The related expenditure should be entered via the Projects module in CUFS. Normally only 

used by the Finance Division or Estate Management. 

 

 

2.13 ‘Z’ Sources of Funds: Depreciation 
 

These are for Finance Division use only. These Sources of Funds show fixed asset 

capitalisation and depreciation movements. University policy is that we only capitalise and 

depreciate assets over £30,000 in value. Depreciation is calculated and posted by the 

Finance Division each month. For more information see Fixed Assets – Chapter 16. 

 

Departments are not expected to manage their fixed assets via the General Ledger entries.  

The individual Source of Funds reflects the funding of the asset. 

 

 
 

 

 

 

Asset funded by Source of Funds 

Funding Council ZZXA 

Research grants  ZZZA – ZZZX 

Other grants ZZYA 

University funded ZZZZ 
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Section 3 – Transaction codes
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3.1 The importance of Transaction codes 
 

Within any fund, as defined by a combination of Cost Centre and Source of Funds, the 

Transaction element distinguishes between items of different kinds.  Any account can have 

income and expenditure transactions, and many have investments and other assets or 

liabilities.  At the highest level, the first character of the code determines whether an item is 

income, expenditure or belongs on the balance sheet. The detail of the whole code further 

defines and describes the nature of the item. 

 

Getting the Transaction code right is required for reporting and control purposes. 

 

A CUFS standard report can be run to provide a list of all available Transaction codes (see 

1.1.5 General Guidelines).  

 

3.2 Format 
 

The code consists of four characters: the first identifies what sort of account the transactions 

should be attributed to and the next three refine this more precisely. 

 

First letter Grouping Meaning 

A to D Expenditure Salaries and wages 

E and F Non-pay costs including depreciation (FB**) 

H (and J) Income HEFCE (and NCTL) grants 

K Fee income 

L Other operating income 

N Investment income 

P Assets Tangible fixed assets 

R Investment property 

S Investments and bank accounts 

T Stock 

U Debtors 

V Liabilities Creditors 

W Deferred capital grants 

X Funds Fund balances brought forward at the beginning of the year 

XH Gains or losses from investment revaluation 

 
The codes most commonly used in departmental transaction processing are those beginning 

E (for non-pay expenditure) and L (for operating income).  

Within both the E and the L codes the second character indicates more clearly the particular 

type of expenditure or income, as set out below. 

 

Eg If you were ordering some box files you would select Transaction code ESBC      

E: Expenditure on consumables 

 S: Stationery and office supplies 

 BC: Box files 
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First letter First two letters 

E EA Audio Visual and multimedia 

EB Library and publications 

EC Catering supplies and services 

ED Medical, surgical and nursing supplies and services 

EE Agricultural, fisheries, forestry, horticultural supplies & services 

EF Furniture, furnishings & textiles 

EH Cleaning materials & equipment, janitorial supplies 

EJ Utilities 

EK Computing supplies 

EL Laboratory & animal house supplies and services 

EM  Workshop & maintenance supplies (Lab & Estates) 

EP Printing 

EQ Telecommunications & postage 

ER Professional & bought-in services 

ES Stationery & office supplies 

ET Travel & transport (including vehicle hire & subsistence) 

EU Safety & security 

EV Vehicles (purchase, lease, contract hire) 

EW Estates & buildings (but not utilities – see EJ) 

EX Miscellaneous/unclassified 

EZ Transfer of expenditure 

L LA Other services rendered 

LB Catering 

LC Health & Hospital authorities 

LD Released from deferred capital grants (central use only) 

LE Transfer from Cambridge Assessment (central use only) 

LF Donations 

LG University companies 

LH Various miscellaneous 

LJ Room Hire 

LK Other services rendered as miscellaneous 

LL Discount taken 

LM Property income 

LN Press & publications income 

LP Pensions income 

LQ Grant income 

LR Computer related sales 

LX Transfer of income 

 
It is important to use appropriate Transaction codes for all transactions to enable accurate 

statutory and management reporting. 

 
 

3.3 Transfer codes 
 

Principally, EZXX for transfer of expenditure and LXBB for transfer of income. 

 
 

 
Transfer codes 

 Use with caution 

 Refer to Best Practice Guide 3 or your Finance Adviser 
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Section 4 – The role of the chart of 
accounts in reporting 
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4.1 Production of financial statements & management information 

 

4.1.1 Sources of financial information 
 

The Finance Division produces the following main sources of financial and 

management information based on General Ledger balances: 

 

at Department level - monthly departmental summary reports 

at School / Group level - monthly summary financial report (Green Book) 

at total University level 

 

- monthly management accounts (Red Book) 

- annual financial statements 

 

 

4.1.2 Summary reports 
 

The departmental and School / Group reports present summary information under the 

following headings, each of which is reported in a separate column: 

 income 

 expenditure 

 overdrawn / cash in hand 

 money on deposit 

 CUEF  

 other investments 

 balance sheet entries 

 
The summary information is presented by Source of Funds, or by grouping of Sources 
of Funds.  Each Source of Funds or grouping is shown as a separate line in the report. 
 
 
 
 
 
 
 
 
 
 
 
The mapping of General Ledger balances onto the column headings is based on 
Transaction codes (see section 3) irrespective of the Source of Funds. 
 
Heading  Range of Transaction codes 

Income H*** to N*** 

Expenditure A*** to F*** 

Overdrawn / cash in hand A*** to N***, X*** (less SCBA, SAAA, RAAA, SKF*) 

Money on deposit SCBA 

CUEF  SAAA 

Other investments RAAA, SKF* 

Balance sheet entries P*** to W*** but not SCBA, SAAA, RAAA, SKF* 
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4.1.3 University level reporting 
 

University level management accounts and financial statements are presented in a 

format consistent with the Statement of Recommended Practice: Further and Higher 

Education (the SORP). 

 

For periods up to 31 July 2015, the SORP issued in 2007 applied.  From 1 August 

2015, the University is following a new SORP referred to as SORP 2015.  What follows 

is based on SORP 2015. 

 

The main primary statements, reflected in both the management accounts and the 

financial statements, are: 

 Statement of comprehensive income 

 Balance sheet 

 
 

4.1.4 Statement of comprehensive income 
 

This sets out in summary form the income and expenditure of the University: 

 

 it defines a surplus or deficit for the period (the difference between income and 

expenditure); 

 it also sets out any gains or losses outside the scope of income and 

expenditure, including gains or losses arising on investments held; and 

 it shows a net result for the period referred to as “total comprehensive income” 

 
 

4.1.4 Balance Sheet 
 

This is a snapshot of the state of affairs of the University at the end of the reporting 

period: 

 

 it sets out the University’s assets and liabilities at that date; 

 it defines the net assets of the University (the total assets less total liabilities); and 

 it sets  out how the net assets are split between endowments, restricted reserves 

and unrestricted reserves. 

 

An illustration of the layout of these two statements is set out in section 0 which is 

based on the University’s accounts for the year ended 31 July 2014. 
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4.1.6  Mapping of General Ledger balances 
 

The mapping of General Ledger balances onto the headings presented in these two 

primary statements depends not only on Transaction codes but also on Source of 

Funds codes.  The following tables summarise the principal elements of the mapping. 

 
Statement of comprehensive 
income 

Transaction Source of Funds  

Income:   

Tuition fees K*** All 

Funding body grants 
H***, J*** All excl. J*** 

A*** to F*** 
(1) 

J*** 

Research grants and contracts A*** to F*** 
(1) 

M*** 

Donations and endowments LF** All 

Other income L*** but not LF** All excl. J***, M*** 

Investment income N*** All 

Expenditure:   

Staff costs A*** to D*** All 

Other operating expenses 
E*** and F*** but not 
FB** 

All 

Depreciation FB** Z*** 

Gain on investments: XH** All 
(1) 

Income here is recognised to the extent of recoverable costs recorded. 

 

Balance sheet Transaction Source of Funds 

Net assets:   

Fixed assets P*** not PC** All 

Heritage assets PC** All 

Investments 
R*** and S*** but not 
certain SF** and SP** 
items defined as cash 

All 

Stock T*** All 

Trade and other receivables U*** All 

Cash and cash equivalents Certain SF** and SP** All 

Creditors 
V*** All 

A*** to N***, X*** J***, M*** 

Reserves:   

Endowment reserves A*** to N***, X*** 
IA**, IB**, K***, L***, 
RAAA 

Restricted reserves A*** to N***, X*** H*** 

Unrestricted reserves A*** to N***, X*** 
All except  H***, 
IA**, IB**, J***, K***, 
L***, M***, RAAA 
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4.1.7 Illustrative primary statements 
 

 

Statement of comprehensive income

for the year ended 31 July 2014 US 990 workings - SORP basis

Group Group University University

Year ended Year ended Year ended Year ended

31 July 2014 31 July 2013 31 July 2014 31 July 2013

Note £m £m £m £m 

Income

Tuition fees and education contracts 1 207.5 182.7 196.1 171.7

Funding body grants 2 180.8 194.1 180.7 194.1

Research grants and contracts 3 375.8 331.4 371.3 327.4

Examination and assessment services 4 341.2 316.8 273.2 239.9

Publishing services 257.7 263.1 220.7 230.8

Donations and endowments 5 57.8 81.1 56.6 92.4

Other income 6 97.3 93.5 83.3 87.3

Investment income 7 24.6 20.0 23.0 17.0

Total income 1,542.7 1,482.7 1,404.9 1,360.6

Expenditure

Staff costs 8 638.8 594.7 595.0 550.5

Other operating expenses 9 756.4 714.3 646.3 600.7

Depreciation 9 88.4 77.1 87.7 75.4

Interest and other finance costs 9 32.2 29.0 32.2 29.0

Total expenditure 9 1,515.8 1,415.1 1,361.2 1,255.6

Surplus before other gains and losses 26.9 67.6 43.7 95.1

Gain on disposal of fixed assets 4.4 5.4 4.5 5.1

Gain on investments 139.2 370.7 112.4 295.6

Surplus for the year 170.5 443.7 160.6 395.8

Other comprehensive income

Remeasurement of net liabilities for pensions (47.2)     -    (47.4) (0.1)
Loss arising on foreign currency translation (8.8) (3.2) (6.1) (1.8)

Total comprehensive income for the year 25 114.5 440.5 107.1 393.9

Comprising:

Endowment comprehensive income for the year 49.6 180.9 41.5 151.7

Restricted comprehensive income for the year 2.0 14.0 2.0 14.0

Unrestricted comprehensive income for the year 62.7 245.4 63.6 228.2

Comprehensive income to non-controlling interest 0.2 0.3     -        -    

    -    114.5 440.6 107.1 393.9

All items of income and expenditure relate to continuing activities.
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4.1.8 Published financial statements 
 

Financial statements and other published information are available from the Annual 

Accounts section of the Finance Division web pages. 

 

Balance sheets as at 31 July 2014

Group Group University University

31 July 2014 31 July 2013 31 July 2014 31 July 2013

Note £m £m £m £m 

Non-current assets

Intangible assets and goodwill 12 4.3 5.5 2.0 3.2

Fixed assets 13 1,213.1 1,135.7 1,213.0 1,134.8

Heritage assets 59.3 58.3 59.3 58.3

Investments 14 2,503.3 2,351.1 2,099.3 1,931.2

3,780.0 3,550.6 3,373.6 3,127.5

Current assets

Stocks and work in progress 16 53.8 60.2 46.7 50.5

Trade and other receivables 17 295.9 272.8 310.3 301.9

Investments

University 18 307.6 374.2 269.9 304.9

Held on behalf of others 18 105.1 78.3 546.8 566.2

Cash and cash equivalents 50.1 61.3 27.1 37.0

812.5 846.8 1,200.8 1,260.5

Creditors: amounts falling due within one year 19 (655.7) (613.4) (1,063.6) (1,024.8)

Net current assets 156.8 233.4 137.2 235.7

Total assets less current liabilities 3,936.8 3,784.0 3,510.8 3,363.2

Creditors: amounts falling due after more than one year 20 (346.3) (347.8) (344.6) (345.6)

Pension provisions 21 (482.6) (438.3) (479.7) (435.0)

Other provisions 22 (21.0) (24.2) (21.0) (24.2)

Total net assets 3,086.9 2,973.7 2,665.5 2,558.4

Restricted reserves

Income and expenditure reserve - endowment reserve 24 1,237.0 1,187.4 1,016.5 975.0

Income and expenditure reserve - restricted reserve 24 66.0 64.0 66.0 64.0

Unrestricted reserves

Income and expenditure reserve - unrestricted reserve 25 1,783.2 1,720.5 1,583.0 1,519.4

Total net assets 3,086.2 2,971.9 2,665.5 2,558.4

Non-controlling interest 0.8 1.8     -        -    

Total reserves 3,087.0 2,973.7 2,665.5 2,558.4


