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Interdepartmental Invoices (IDI) 
 
General Information 
 
When to use Interdepartmental Invoices 
The three-part interdepartmental invoice, with two columns/blocks, is used to move an expense or 
revenue between departments.   
 

When used 
 Crossing between two divisions  

 Co-sponsoring an event  

 Utilizing equipment that belongs to another department 

 The department can use the invoices to bill other on-campus departments for goods and/or 
services   

 
Once these invoices have been filled out completely, send the forms to the PeopleSoft Financials Team 
in Financial Services. 

 
When NOT to use an Interdepartmental Invoice 
The interdepartmental invoice is NOT to be used for Budget/Appropriation Transfers, or for charges that 
belong to non-campus departments. 

 
How to obtain an Interdepartmental Invoice 
Send an email request to Victoria Napper at: vnapper@towson.edu or you can call directly at 410-704-
2190.  If you are sending your request via e-mail, provide the following information: 
 

 Your name 

 Your department 

 Your extension number 

 Quantity of invoices needed 
 
She will log the forms out under your name and mail them to you.  You can also stop by Financial 
Services on the 4

th
 floor of the Administration building (7720 York Road) and ask the front desk for the 

interdepartmental invoices.     

 
Locating Appropriate Expenditure Accounts 
There are 14 different major groups of expenditure accounts that can be used to break down each type of 
expenditure into the appropriate category within your Department’s budget.  You can locate that Chart of 
Accounts by following this link: 
 
Listing of PeopleSoft Accounts   

 
Invoices 
There are three examples of how to fill out the interdepartmental invoice within this documentation.  They 
are the three most common types of invoices that come through Financial Services.  This documentation 
offers guidance on how to properly fill out these invoices.   
 

mailto:vnapper@towson.edu
http://www.towson.edu/adminfinance/fiscalplanning/financialservices/FinancialSystems-AccountCategories.asp
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When coding the invoices, you can only debit and credit expense-to-expense, or revenue-to-revenue; you 
cannot code these invoices expense-to-revenue, or vice versa.   
 
Do not use acronyms when filling out the invoice.   
 
If you have questions about how to fill out the interdepartmental invoice, contact Eric Martinez in Financial 
Services.  
 
You can email Eric at jmartinez@towson.edu.      
 

Filling out an Interdepartmental Invoice 
When filling out an interdepartmental invoice, the person will want to be as detailed as possible; this will 
help expedite the invoice process.  Providing detailed information allows the department being charged a 
chance to review the charges and if there are any discrepancies, they will be able to reference the invoice 
accordingly; this also helps for future forecasting.  Financial Services enters the information into 
PeopleSoft, based off the information provided on the invoice.  The department(s) filling out the form will 
need to attach supporting documentation to all copies of the invoice in order for the process to continue.  
By attaching the supporting documentation, this notifies the department you are charging and notifies 
Financial Services that the information provided is correct; all three departments will have the same 
information and this eliminates confusion.  

mailto:jmartinez@towson.edu
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Procurement Card Purchases 
 

1. Request an interdepartmental invoice from Victoria Napper 
2. Notice all the fields MUST be filled in 

a. Date 
 
The date you are filling out the interdepartmental invoice 
 

b. Invoice Number 
 
This number is automated.  YOU MUST NEVER CHANGE THIS NUMBER 
 

c. Department Name 
 
This is the name of your department 
 

d. Department ID/Grant # 
 
This is the 5-digit number associated with your department or the 7-digit number associated with 
your grant/project 
 

e. Account 
 
This is the 6-digit number that your procurement card was debited.  Your credit MUST be debited 
back to the original transaction 
 

f. Amount 
 
This is the amount that is being debited/credited 
 

g. Department Head Signature (see note) 
 
**This signature does not have to be the “Department Head,” it can be the person responsible for 
monitoring the budget for the department. **   
 
**If you are not authorized to sign for your department and you should be, follow the link listed 
below.  Fill out the required information, sign the form, have your department head sign the form, 
and forward the printed copy to Bill Meagher in Financial Services. ** 
 
Authorized Signature Form 
 

h. Print name 
 
This helps identify the signer 
 

i. Date 
 
Date you signed the invoice 
 

j. Detailed description of Items or Services 
 
This must be detailed!!!  If you used a procurement card, provide the name of the card holder, the 
date of the transaction, the ORIGINAL AMOUNT of the transaction, and the vendor.  This makes it 
easier for Financial Services to locate the information.  If this information is not filled out 
correctly, Financial Services will send the document back.   

http://www.towson.edu/adminfinance/fiscalplanning/financialservices/documents/AuthorizedSignatureForm.pdf
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k. Date 

 
The original transaction date 
 

3. If you are the department that has purchased the item and want to be reimbursed, you will be the 
“Department Being Credited.”  The information should be filled out on the right side of the code 
block.   

4. Keep the PINK copy and forward the remaining two copies to the department being charged 
a. Attach 2 copies of the back-up documentation 

5. Forward the White Copy and Canary Copy of the interdepartmental invoice (DO NOT 
SEPARATE) to the department you are charging. 

a. Your packet will contain the following information: 
i. Interdepartmental Invoices 
ii. A copy of your Procurement Card Reconciliation Sheet with the transaction 

highlighted 
iii. IF YOU REALLOCATED, print a copy from the reallocation screen, highlighting 

the transaction 
iv. IF THE TRANSACTION HAS BEEN POSTED TO PEOPLESOFT, you will need 

to provide a copy of the DAT (Detailed All Transaction) Report, with the 
transaction highlighted 

 

**If the packet is not complete, it will be sent back to the department! 
** 

**If there is any information you do not wish to share with the other 
departments, block that information out. ** 

 
NOTE:  
ProCard reallocations need to be done online, through the 
Procurement Card Reallocation System.   
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The packet 
will look like 

this: 
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07/25/2011 

Financial Services 

18930 609003 63.99 

63.99 

John Doe 07/25/2011 

7/13/2011 

Purchased toner for University Budget Office— 
 
Card holder: Victoria Napper 
Original transaction amount: $622.05 
Vendor: AJ Stationers 

63.99 

5-digit or 7-digit 
ONLY 

This name MUST 
match your 

Department ID 

PRINT your 
name legibly 

This is the account number that 
is associated with the 
transaction.  Locate this number 
on the ProCard Reallocation 
screen.  Do not put this credit 
“where you need money” 

When filling out the “Detailed 
Description”, print legibly.  This 
will eliminate confusion between 
departments and be as 
DETAILED as possible.  

Original 
Transaction date 

Signature 
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Department being Charged/Debited 
Once the department being charged receives the packet, they will fill in the left side of the invoice 
 

1. Enter the 5-digit Department ID or the 7-digit grant/project number 
a. This is where you want the expense to hit 

2. Fill in the account number 
a. The account number should pertain to the description listed below.  i.e.: if you are 

purchasing toner, code the account under 609003 (Office Supplies Under $500). 
 
**Do not code the expense “where you have money.”  The Chart-of-Accounts was designed to 
keep track of expenses.  At the end of the fiscal year, Fiscal Planning and Services needs to report 
the money spent to the state, capturing true expenses correctly helps with future budgeting 
projections and financial presentation. ** 
 

3. Keep the Canary Copy 
4. Once you have filled out the form, forward the PACKET, with the original copy of the invoice to 

Financial Services for review.   
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The packet 
will look like 

this: 
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Financial Services 

18930 609003 63.99 

Purchased toner for University Budget Office— 
 
Card holder: Victoria Napper 
Original transaction amount: $622.05 
Vendor: AJ Stationers 

7/13/2011 63.99 

John Doe 07/25/2011 

63.99 63.99 

Jane Doe 07/25/2011 

18940 609003 63.99 

07/25/2011 

University Budget Office 

This number matches the 
“Detailed Description” 
portion of the invoice. 

Signature 

Amounts MUST 
MATCH 

 

Financial Services 
receives original copy 
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Providing service for another department 
 

1. Request an interdepartmental invoice from Victoria Napper 
2. Notice: all fields MUST be filled in 

a. Date 
 
The date you are filling out the interdepartmental invoice 
 

b. Invoice Number 
 
This number is automated.  YOU MUST NEVER CHANGE THIS NUMBER 
 

c. Department Name 
 
This is the name of your department 
 

d. Department ID/Grant # 
 
This is the 5-digit number associated with your department or the 7-digit number associated with 
your grant/project 
 

e. Account 
 
This is the 6-digit number that is associated with the services you provided; the account number 
must match the description of the services.   
 
Departments are not allowed to debit/credit a payroll account number (501XXX, or 502XXX) when 
using an interdepartmental invoice (this includes ALL labor costs)!  IF IN FACT, the payroll does 
belong to another department, you will contact Lorraine Hart in the Payroll office.   
 
You will want to email her at: lhart@towson.edu and provide her with information about the 
services rendered.  The DETAILED information will include: 
 

 Why the expense should be debited to the other department (THIS MUST BE DETAILED). 

 The name of the person who offered the services 

 The department/grant (5-digit department number or 7-digit grant/project number) where the 
individual is CURRENTLY being paid from 

 The department/grant (5-digit department number or 7-digit grant/project number) where the 
individual SHOULD be paid to.   

 The amount that needs to be reallocated  
 
If you are having portraits taken by the campus photographers, Kanji Takeno or Desiree Stover, 
your department will USE account number 608009 (Bookbinding Photographic).     
 
If the department is providing on-campus technical support, stage management services, or key-
note speakers,  for events that takes place on campus, your department will USE account number 
608224 (Other Services). 
If the department is providing off-campus technical support (a technician who is not a Towson 
employee), stage management services (a stage manager that is not a Towson employee), or key-
note speakers (that are not Towson employees) for an event on campus, your department will USE 
account number 608223 (Outside Services Other). 
 
If your department provides equipment/supplies necessary for the event, LIST the 
equipment/supplies used.  If you provided a lot of equipment, make a short list and attach it to 
your packet.  All parties should be notified of the equipment being used.  If your department is 

mailto:lhart@towson.edu
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charging for housekeeping supplies (brooms, mops, etc) that CANNOT be replaced, USE account 
number 609012 (Housekeeping supplies).  If your department is charging for cleaning supplies 
(Windex, cleaning supplies, etc), then USE account number 609009 (Building Household 
Supplies).  If you are unsure about what account to use, please call the PeopleSoft Financials Help 
Line at 4-2188.  If your department has provided audio-visual equipment/supplies, USE account 
609021 (Instructional, Vocational, Audiovisual Supplies).       
 

f. Amount 
 
This is the amount that is being debited/credited 
 

g. Department Head Signature (see note) 
 
**This signature does not have to be the “Department Head,” it can be the person responsible for 
monitoring the budget for the department. **   
 
**If you are not authorized to sign for your department and you should be, follow the link listed 
below.  Fill out the required information, sign the form, have your department head sign the form, 
and forward the printed copy to Bill Meagher in Financial Services. ** 
 
Authorized Signature Form 
 

h. Print name (this must be legible) 
 
This helps identify the signer 
 

i. Date 
 
Date you signed the invoice 
 

j. Detailed description of Items or Services 
 
This must be a detailed!!!  If you are holding an event on campus, put the name of the event, 
attach a flyer of the event (if possible), and list ALL the services that your department performed.  
If your department provided supplies for the event, make a list of the supplies; if your list is too 
long, make a list of the supplies your department provided and attach to your packet (all 
departments need to be notified of the equipment/supplies they are being charged for).  Refer to 
step “e” above.  If this information is not filled out correctly, Financial Services WILL send the 
document back.   
 

k. Date 
 
This will be the date of the event 
 

3. If you are the department offering the services, you will be the “Department Being Credited.”  The 
information should be filled out on the right side of the code block.   

4. Keep the PINK copy and forward the remaining two copies to the department being charged 
a. Attach 2 copies of the back-up documentation 

5. Forward the White Copy and Canary Copy of the interdepartmental invoice (DO NOT 
SEPARATE) to the department you are charging. 

a. Your packet (if applicable) will contain the following information: 
i. Interdepartmental Invoices 
ii. Flyer (if applicable) 
iii. List of equipment/supplies being charged (if applicable) 

**If the packet is not complete, it will be sent back to the department! ** 

http://www.towson.edu/adminfinance/fiscalplanning/financialservices/documents/AuthorizedSignatureForm.pdf
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The packet 
will look like 

this: 
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Financial Services 

18930 608224 327.00 

339.00 

John Doe 07/29/2011 

7/29/2011 

“How to Budget” event. Financial Services provided technical support to the 
University Budget Office for presentation.  Financial Services provided cable cord for 
projector (University Budget Office kept the cord).   
 

339.00 

18930 609021 12.00 

7/13/2011 

This account number should 
match the description provided 
below.  Do not put this credit 
“where you need money” 

5-digit or 7-digit 
ONLY 

This name MUST 
match your 

Department ID 

This amount 
MUST add up 

Signature 

PRINT your 
name legibly 

Date of Event 

When filling out the “Detailed 
Description”, print legibly.  This 
will eliminate confusion between 
departments and be as 
DETAILED as possible. 



 
I n t e r d e p a r t m e n t a l  I n v o i c e s  |  E r i c  M a r t i n e z  |  F i n a n c i a l  S e r v i c e s  

 
Page 23 

Financial Services 

 
 
800 York Road 
Towson, MD 21252 
Phone (410) 704-2188  Fax (410) 704-3908 

INVOICE 
 

INVOICE #[100] 

DATE: APRIL 12, 2012 

 
To: 
University Budget Office 
Towson University 
8000 York Road 
Baltimore, MD 21212 
 

For: 
“How to Budget” 
 

 
 

DESCRIPTION HOURS RATE AMOUNT 

“How to Budget” event.  Financial Services provided technical 
support to the University Budget Office for presentation. 

3.00 100.00 300.00 

Cable cord for projector   39.00 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 TOTAL 339.00 
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Department being Charged/Debited 
 
Once the department being charged receives the packet, they will fill in the left side of the invoice 
 

1. Enter the 5-digit Department ID or the 7-digit grant/project number 
a. This is where you want the expense to hit 

2. Fill in the account number 
a. Refer to section “e” 

 
**Do not code the expense “where you have money.”  The Chart-of-Accounts was designed to 
keep track of expenses.  At the end of the fiscal year, Fiscal Planning and Services needs to report 
the money spent to the state, capturing true expenses correctly helps with future budgeting 
projections and financial presentation. ** 
 

3. Keep the Canary Copy 
4. Once you have filled out the form, forward the PACKET, with the original copy of the invoice and 

packet (if available), to Financial Services for review. 
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The packet 
will look like 

this: 
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Financial Services 

18930 

18930 

608224 

609021 

327.00 

12.00 

339.00 

John Doe 07/29/2011 07/29/2011 Jane Doe 

339.00 

18940 

18940 

608224 

609021 

327.00 

12.00 

University Budget Office 

“How to Budget” event.  Financial Services provided technical support to the 
University Budget office for presentation.  Financial Services provided cable cord for 
projector (University Budget Office kept the cord). 

07/13/2011 339.00 

07/29/2011 

This number matches the 
“Detailed Description” 
portion of the invoice. 

Signature Amounts MUST 
MATCH 

 

Financial Services 
receives original copy 
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Financial Services 

 
 
800 York Road 
Towson, MD 21252 
Phone (410) 704-2188  Fax (410) 704-3908 

INVOICE 
 

INVOICE #[100] 

DATE: APRIL 12, 2012 

 
To: 
University Budget Office 
Towson University 
8000 York Road 
Baltimore, MD 21212 
 

For: 
“How to Budget” 
 

 
 

DESCRIPTION HOURS RATE AMOUNT 

“How to Budget” event.  Financial Services provided technical 
support to the University Budget Office for presentation. 

3.00 100.00 300.00 

Cable cord for projector   39.00 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 TOTAL 339.00 
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Receiving Credit from the Provost Office: 
 

1. Request an interdepartmental invoice from Victoria Napper 
2. Notice: all fields MUST be filled in 

a. Date 
 
The date you are filling out the interdepartmental invoice 
 

b. Invoice Number 
 
This number is automated.  YOU MUST NEVER CHANGE THIS NUMBER 
 

c. Department Name 
 
This is the name of your department 
 

d. Department ID/Grant # 
 
This is the 5-digit number associated with your department or the 7-digit number associated with 
your grant/project 
 

e. Account 
 
Once the department has purchased the advertisement for Faculty and Staff recruitment on your 
Procurement Card, the department MUST reallocate the expense; reallocate the charge to account 
number 608003 (Advertise Faculty Staff Recruitment).     
 

f. Amount 
 
This is the amount that is being debited/credited 
 

g. Department Head Signature (see note) 
 
**This signature does not have to be the “Department Head,” it can be the person responsible for 
monitoring the budget for the department. **   
 
**If you are not authorized to sign for your department and you should be, follow the link listed 
below.  Fill out the required information, sign the form, have your department head sign the form, 
and forward the printed copy to Bill Meagher in Financial Services. ** 
 
Authorized Signature Form 
 

h. Print name (this must be legible) 
 
This helps identify the signer 

i. Date 
 
Date you signed the invoice 
 

j. Detailed description of Items or Services 
 
This must be a detailed!!!  If you used a procurement card, provide the name of the card holder, 
the date of the transaction, the ORINGINAL AMOUNT of the transaction, and the vendor.  This 
makes it easier for Financial Services to locate the information.  If this information is not filled out 
correctly, Financial Services will send the document back.   

http://www.towson.edu/adminfinance/fiscalplanning/financialservices/documents/AuthorizedSignatureForm.pdf
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k. Date 

 
The original transaction date 
 

3. If you are the department that has purchased the item and want to be reimbursed, you will be the 
“Department Being Credited.”  The information should be filled out on the right side of the code 
block.   

4. Keep the PINK copy and forward the remaining two copies to the department being charged 
a. Attach 2 copies of the back-up documentation 

5. Forward the White Copy and Canary Copy of the interdepartmental invoice (DO NOT 
SEPARATE) to the department you are charging. 

b. Your packet will contain the following information: 
i. Interdepartmental Invoices 
ii. All the documentation from the posting 
iii. A copy of your Procurement Card Reconciliation Sheet with the transaction 

highlighted 
iv. Print a copy from the reallocation screen, highlighting the transaction 
v. IF THE TRANSACTION HAS BEEN POSTED TO PEOPLESOFT, you will need 

to provide a copy of the DAT (Detailed All Transaction) Report, with the 
transaction highlighted 

 

**If the packet is not complete, it will be sent back to the department! ** 
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Refer to 
pages 8-11 
for packet 

information 
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