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Policies: 
- The only approval needed is the budget authority. 
- The beginning date of the subscription or membership can not overlap the previous year’s 

subscription/membership. 
- Subscriptions and memberships must be in the Universities name. The following statement must 

be typed on the invoice: “membership/subscription will remain with FHSU.” 
 

 
If subscription or 
membership is over 
$5,000 “P5” is entered  
in req code box 8.  
No Prior Authorization 
or Informal Bid is 
required. 
 
Type Subscription or 
Membership and dates 
in the Description.  
Verify begin and end 
dates. 
 
The Object code is  
529100 or  default to 
0’s and Accounts 
Payable will enter the 
Object Code. 
 
Type the name of the 
subscription in the Print 
After notes. 
 
If approved to use the 
GIE account, use the 
Org Key 8’s in the 
Account Number field 
and type “Charge GIE 
Account” in the Print 
After Notes. 
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