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Administrative Allocation - Procedure
Responsible Office:		MEDFIN Finance and Administration 
Procedure Sponsor:		Gina Kozak					
Effective Date:			07/16/2025


Scope
This procedure addresses the accounting for the monthly allocation of administrative activity to other missions for the Yale School of Medicine (YSM).
Procedure Purpose
The purpose of this procedure is to document the process for allocating activity originally recorded in the administrative line of business to other missions for YSM’s Clinical, Basic Science, and Interdisciplinary departments. 	
Definitions
[bookmark: _Toc425171621]Institutional Administration and Other Support (Administrative Line of Business)
This line of business includes the following type of activity: administrative leadership and support that provides the financial, operational, and non-academic administration of the institution and is not clearly and exclusively associated with a single university mission (i.e., Research, Education, or Patient Care). 
[bookmark: _Toc427373286][bookmark: _Toc425171622][bookmark: _Toc425171625]Procedure Sections 
Background
[bookmark: _Toc425171623]Beginning in FY2019, a process was put into place at YSM to standardize the accounting for the allocation of activity in the Administrative Line of Business to the remaining missions within the Statement of Activities (SOA). For all Clinical, Basic Science, and Interdisciplinary departments, a monthly journal entry is recorded by the YSM Controller’s Office. 

As noted in the YSM Mission Coding - Guideline , examples of activity that should be classified as Institutional Administration and Other Support are below.
Unrestricted Gifts and Endowments, those with a general purpose, or those with an unclear donor intention should be classified as administration regardless of how they are used.
Note: Professorships and all restricted Gifts or Endowments must be coded as indicated in the gift agreement’s restrictions based on their intended use, keeping in mind that most of YSM’s restricted funds are intended for research.
Departmental human resources support should be charged to PG01098 Human Resource Activities - Local (52).

Distributed support providers (DSPs) and other IT support staff should be charged to PG00271 IT Support – Local (52), unless they are working explicitly on a specific research database or research project.

Effort for business office staff who are fully dedicated to a specific mission (i.e., 100% effort) must be directly charged to that mission (along with related non-salary expenses). Programs to be used for this activity are as follows:
 PG01706 – Business Office Operations - Local - Education 100% (12)
 PG01707 – Business Office Operations - Local - Research 100% (23) 
 PG01708 – Business Office Operations - Local - Clinical 100% (32)
For staff members whose effort is split amongst two or more missions, the effort and related non-salary expenses must be charged to the business office program – PG00051 Business Office Operations - Local (52), unless directly supported by a grant. These expenses will then be allocated via the YSM Controller’s Office’s monthly journal entry as noted in Section 2.  Examples of business office staff:
(i)  Lead Administrator
(ii) Operations Manager
(iii) Pre and post award staff
(iv) Financial Analyst
(v) Financial Assistant
Department chairs, Section Chiefs, and their administrative assistants should be charged to an administrative program (to the extent these costs are not directly charged to another mission based on effort).

Effort for administrative staff and non-salary expenses related to recruitment, appointments and promotions should generally be charged to an administrative program.

Note: Administrative assistant effort should generally follow the mission coding of the faculty whom they support.
[bookmark: Section2]Accounting Procedures 
Each month, the YSM Controller’s Office records a journal entry to remove the net activity from the “Total Expenses Net of Internal Revenue” line included in the Administrative Line of Business column on the SOA on a departmental level for all Clinical, Basic Science, and Interdisciplinary departments. Departments that are primarily administrative in nature are exempt from this calculation. 
An estimated allocation is calculated based on a ratio of current FTEs in the Research, Education, and Patient Care missions as a percentage of the sum of the FTEs in those missions. Programs PG01706, PG01707 and PG01708 will be excluded from this calculation. That percentage is applied to the total activity as noted above, and a journal entry is recorded to one COA per mission, as determined during the setup of this process. 
Journal entries are recorded simultaneously with Yale University’s month-end close; therefore, the entry may be posted before all activity in the Administrative Line of Business were recorded by departments and swept for that particular month. This activity would be considered in the following month’s entry, as the analysis is based on year-to-date data. 
Journal entries are recorded to the following COA: LA91051/RC309, YD000001, PJ000001, and one cost center per department, generally using the following programs:
(a) Administrative: PG00401
(b) Research: PG00034
(c) Education: PG00030
(d) Patient Care: PG00035
Should departments have proposed edits to the COAs used by the YSM Controller’s Office, please contact ysmcontroller@yale.edu. 
Special Situations & Exceptions
Exceptions to this procedure must be documented using the YSM Policy/ Procedure/ Guideline Exception Request - Form and presented to ysmcontroller@yale.edu. 
Roles & Responsibilities
Accounting Procedures
· YSM Controller’s Office

Contact Information 
· [bookmark: _Hlk497987165]YSM Controller’s Office: ysmcontroller@yale.edu

Related Information
YSM Recommended Program Usage - Reference 

References
YSM Mission Coding - Guideline 

Version History
· 04/22/2025: New procedure, but process was already in place.
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