
How to Read Your Second Award Email 

Example One:  
 

Some award emails will display the budget information directly in the body of the message. 

The area indicated by the red 
box will show your project title 
and the 19-digit budget code 
that is unique for your project 
(below), and your total award 
amount is highlighted in green. 

The last four digits of your 
budget code indicate the 
unique account affiliated 
with YOUR project. 

In the example above, this 
project is connected to  
Account Code E001.  

Another Ecolab Grant at the same school as yours will have a different string at the end of 
their budget code, such as E002, E003, and so on.  



In the same example, the 
budget code has a fifth string 
of 6xxx, which varies by  
expense type. See below: 

As seen in the sixth column of 

the table, the 6xxx has been 

replaced by 6430 (for student 

supplies) and 6432 (for  

student supplies considered 

“portable & attractive” by  

Purchasing Office policy). 

The far-right corner shows 
the total amount allocated to 
that single expense type, 
with the bottom row showing 
the total award available.  

Example Two:  
 

Some schools may receive more than two Ecolab awards. In this case, we provide an Excel 
file indicated by the red box that lists all the budget codes for each project at your school or 
building location.  



If you open the excel file, you will see something similar to the following:  

 

Project One 
 
 
 
 

Project Two 
 
 
 
 

Project Three 
 

 

Award information is divided by project title. Scroll to your project to find your budget code 
and budget setup information. Understand budget code strings works the same as in  
Example 1.  
 

Note: Recall each project has its unique Exxx code string. For example, Washington 
Technology Magnet Human Biology Lab has Account Code E008, and Vex Robotics has 
account code E010.  
 

Be sure you specify that your purchases should be spent in your unique account so you 
do not accidentally spend any of your colleagues’ funds. 




