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Overview

 What is the LPC Program?

e Filling out LPC Agreements and Checks
 What Is the Positive Pay system?
 What to submit to Accounts Payable
 Violations and Processing Fees
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What is the LPC program?

It Is a procurement method that can only be
used for payments to human research
subjects and blood donors.
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LPC Characteristics

e Very convenient

* Highly negotiable so they must be kept in
a secure location

* Restricted to payments less than $1,000
 Must be entered into Positive Pay

e Additional information can be found in the
L PC User’s Guide



http://fbs.admin.utah.edu/accountspayable/payment/limited
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The LPC Agreement

 Acknowledges that you have read the
contents of the LPC User Guide and are

aware of your responsibility in handling
the checks

* Is how you order your checks
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The LPC Agreement

« Complete a new Agreement each time you order checks

with a Positive Pay register of your previously issued
checks

— Submit via campus malil
— Please allow for approximately five business days

— The checks must be picked up by a person with a
valid ID, an original agreement, and a register of your
previously issued checks.

* Note: Your first agreement/order will not require
this register.


http://fbs.admin.utah.edu/download/AP/LPCAgreeF.pdf
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Filling out the Agreement

o Section 1: Department Information
— List address as it would appear on the check St

e Section 2: LPC Custodian [ ..... ]

— The person in the department who has control
over the check stock (greement

1 accept custody of these Limited Purchase Checks with the understanding that 1 am personally
accountable for the checks. | further assert that T have read the User’s Guide and understand that | will

° SeCUOn 3: Authorlzed Slgnatory {mmdhtc]y[wfcilmypri\-ilminlh:a-p!ogmmiflamyo[myma'yuprmma:h«lsl'ur:nnnmuﬂ!lhaﬂi;
— The person who is the Pl, ORG Head, Account

Executive, or Authorized Alternate on the default J ' .
chartfield and whose name appears on the Shcle el R e groper et W 0f s SESLATEal itinans Ch kS s B MRS 085, o

the event that we do not allocate the amount on the check copy, or do nat have adequate funding in an activity
or project within the allocation, or otherwise do not forward a copy of the check and supporting documentation

S I n atu re Card in a timely manner, you are authorized to dlargc my Default Chartficld for the full amount of the check and

g related fees, 1 further und d that violations of the Limited Purchase Check policy will result in
the Juss ul‘llu:l: use, nmﬁ ll\ﬂ improper use of the lelll.vd P‘urdws: Check may result in disciplinary action up to
and i and full 1o the University for all related sustained losses.

— Default Chartfield must be an activity number. ( N

e« Section 4: AP Use

UNIVERSITY
OFJTAH

Casrs Aumsss

S 2as B B PR NAME 003 SR TURR OF T ALTIRMIFES SUocaT0aT (% T [RFACLT CHARTFIELD:

— List amount of checks requested to be used T
within a six month period

\
( Number of checks requested:
Beginning/ending check numbers:
This order was filled by:

The checks were delivered to; -mr.m_

\ The checks were delivered on: i )



http://fbs.admin.utah.edu/download/AP/LPCAgreeF.pdf
http://fbs.admin.utah.edu/download/AP/LPCAgreeF.pdf
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Filling out the Check

e Section 1: Check

e Section 2: Check Stub

— Payee contact information & SSN/ U ID # !
Department/Custodian contact information

NOT VALID AFTER SIX MONTHS

— Purpose/explanation | e o : oo 400395
— “Approved by” the person who signed the check \ et c_-‘ £ :
— Vendor and 1099 code are for AP use Y o w=
» Section 3: Charge Information anrar ’M
— List the chartfield(s) you wish to have charged o -
« If you are paying for both the study/blood draw and P
mileage, separate the amounts into two separate e : .
chartfields L\ - R )
— Foreign vendor/individual section g e : T
* Should always be marked “NO” as these checks
cannot be used to pay foreign individuals

(individuals without a SSN) for services
 Make 2 copies for records
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 The original signature of the e MG e 0 ...:;m
account executive, PI, department Smssn S Sl e e
head, or other authorized g e
representative. ; = z

« “Approved by” box of Section 2. = e —

e Authorized as indicated on -
signature card to sign off on o e
activity or project number listed in : B
Section 3 e

« Beento aLPC training
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 Itis an online check reqister.

* Allows you to maintain checks, void
previously entered checks, or display
what you have entered

e Must be entered into before 6:00 PM the
day a check Is written.
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How do I access Positive Pay?

[ Log_ln tO Campus Financial & Business Services B
Information RS

Financial Information Library

Systems (CIS) e,

TRANSACTION DETAIL SEARCH
Journa Is

Purchasze Orders
® Locate L P< UPAY Credit Card Detail
Yendor Search

Youchers

Positive Pay under

Alphabetical List
Departmental List

Financial & ocEsSIG
Business Services

Departmental Deposits
e-Journal En

asing Card Reallocation

C
Travel
Web FTP Application

Web Journal Processing
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CAMPUS INFORMATION SERVICES
THE UNIVERSITY OF UTAH

:z search limited purchase checks = - -

Today's Date: 03/14/2012

Limited Purchase Checks
Custodian:  OOXXXXXX ' Check Range: 400000 1o 400000
maintain checks void checks display checks

University Home Page

This page is maintained by Adminisirative Computing Services
Please send comments to webmaster@acs . utah.edu
Dizclaimer  Privacy Statement Legal Motices
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Maintain

* Enter checks that have not been previously issued

— Check dates default to the current date but may be changed to
6 months previous and up to a year in the future

— Positive Pay dates need to match check dates

 Update, undo, or clear all information on a check that has not been
reported to the bank

— Information is reported to the bank on the same day after
business hours

e Spoil checks

— The bank has not received the file or the check is otherwise
unusable
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Void

* For checks that have been reported/issued to
the bank

e Checks older than six months cannot be voided
In Positive Pay and are considered “stale”
— Stale checks are no longer valid and need to go

through the “stop payment” process.

» Please provide a reason as to why the check has become
stale.



http://fbs.admin.utah.edu/download/AP/StopPaymentF.pdf
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Stop Payments

1. Contact Accounts Payable to see if the check
has been cashed.

2. If it hasn’t been cashed, void it in Positive Pay,
fill out a “Stop Payment Request”

3. You may proceed with re-issuing the check
once you've been notified by Accounts
Payable that the original check has been
stopped.
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Display

 List checks that have been reported to the
bank

e Can be used as your register when you
request more checks
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Summary of Canceling an LPC

Canceling a Check
Scenarios
Scenario 1 Scenario 2 Scenario 3
Status Not Bank Issued * Bank Issued * Bank Issued *
Clerical Error Payee returned check Lost
Reason Printer ate it
Realized that there is no need
for payment after it has been
Spilled coffee bank issued
Location
of Check Have check in hand Have check in hand Do not have check
Mark "VOID" across check |Mark "VOID" across check Fill out a "Stop Payment"
Action in form from AP website
Submission
to Once a Stop Payment has
Accounts been done, you may issue
Payable a new check.
Action in In maintain section select In void section select the Make the comment
Positive Pay |"Spoil". correct check # to Void "Stopped".

A check which has been prepared and released to the vendor is a "Bank Issue". A check which has
been written, but not released to the vendor is not a "Bank Issue".
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What to submit to Accounts Payable:

Please send in this order:
* A copy of the entire check — check, check stub, and charge
Information

e Supporting documentation
« Patient Reimbursement Form
 Mileage Reimbursement Form
— Odometer reading
— MapQuest

« Any original receipts or explanation of any other
reimbursements

A current and complete IRS Form W-9



http://fbs.admin.utah.edu/download/AP/pthst.pdf
http://fbs.admin.utah.edu/download/AP/Mileage%20Log.pdf
http://www.irs.gov/pub/irs-pdf/fw9.pdf
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Patient
Reimbursement =

ient Ii tion
t {1 o st gy o i o, an IS Fom W0 s e
e u e S Patient Full Name:
Patient Full Addre: S5:
finkeusa sieat sddnse, oy, st g}
Patief
mpen- ord Date
Visit# Visit Date | sation Amt | Initial | Submited | Check# |  Patient's Signatu re

 Must include: Patient
name, Date, and
Compensation
Amount
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Mileage Log
 Must include: Date, o — e
Origin, Destination, e -

and Support

 Odometer Reading

 Mapquest or Alternate
map print-out

e Purpose calculation

: Total ot
” Mark each Ine above as either "F for fiee! raie mileage or *5° for standard rate mileage when claiming mileage * The fleet raie pr where a fleet vehicle
recommended and avaiable tul a private vehicle s used mstead
* See: “himp:/ihs adminutah ecunindex phpnraveinravel.aliowable/=3" for an explanation of fiset and ‘standard” rates.
rate * Total fusl charges The fieet rate wili be used to delermine the MaximuUM reimbursement § Mieage rate cannot be determined.

« 2016 - $0.54
e 2017 - $0.535


http://www.irs.gov/pub/irs-pdf/fw9.pdf
http://www.irs.gov/pub/irs-pdf/fw9.pdf
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Farm W"g Request for Taxpayer Give Form to the
1} “"‘"‘“g”‘ﬁm Identification Number and Certification m‘::.&f:tam
SR e o

- . . " imwu«wmu
e Submit the first time (valid for 2 gl D G Hropme (S|
years from the signature date) or i T
3

upon change of information -
. IEON_ Toxpayer Mentication Number (TN]
e Mustinclude: Full Name, EamateL e

antitiss, It is your smpleyst identifcaticn number (EIN). i you 86 nothave & rUmbs=r, ses How (o gt &
TiN on page 3.

Address, SSN, Signature, Date B e e e

I Cerscaton
mm«m conly that

e Are required unless: T s e e et e e i

< () | have not been notified Intermal Ravenus
mmmnmubimwbmwm- & reaultof & failure to report all ntersst or dividends, or i) the IRS lloﬂhdmlmlm

e longer subject to
 |IRB Category 3 study bt st oo
. . . Wmﬁmrmmwmmmm d"u‘“_uh bl::wu ym.l)r.m«\i'i'IN.:ISn:::ﬁ
 LPC is for non-withholding A -
payment (i.e. mileage), in o e o s Ao S S RS e
" - Definition of a U.S, person, For federal tax purposes, you are
Purpouanorm congidered a U3, parson if you are:
. - ] A who e e - who is a LS, citizen or U8, resadent alier,
which a copy of the driver’s St ERe e, e e s,
. T Skt or contitsorms yot mads 1o an A ‘"m‘“::‘::mmmmmn
license or other name SEERUAIRGETINIIET e e
e -~
£ . . patnership | reduired b presums that & paitrs 4 & Brekgn person,
verification is needed. Ssmnmmamesen . EERERERRERNETE.
o notaublect o the withiolding e on foreign partnars” share of
connected incoms,

Cat Mo, 1R Form W0 mew 12011y



http://www.irs.gov/pub/irs-pdf/fw9.pdf
http://www.irs.gov/pub/irs-pdf/fw9.pdf
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Violations & Processing Fees

A $12.00 processing fee will be charged to the default
chartfield on the agreement for the following common
violations:

— INNR: check is cashed without appearing in positive pay

— REG $ DIFFER: information on the check is different from what
IS on positive pay

— Accounts Payable does not receive documentation or
Information received is inaccurate (W9s, patient form, mileage

log)
« Refer to the User’'s Guide for the complete list of
violations
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Loss of Privileges

« Persistent improper use of the Limited Purchase
Check will result in loss of privileges

— 3 violations within a 90 day period

 Checks that are written for an amount greater
than $1,000.00 will result in immediate loss of
privileges

* Once privileges have been revoked, they cannot
be reinstated
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Returning your check stock

e Return with a note/memo explaining the
reason:
— No longer working at the University

— Transferring custody over to another
custodian

— No longer need LPCs
— Privileges have been revoked
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Deadlines

 Emails to be sent regarding:

— Fiscal year-end
e June/July

* No violations, but informative if you want LPCs
recorded In old year or new year

— Calendar year-end
e December
e Charges issued for violations
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Summary

 These checks are your responsibility.
— Keep them secure
— Accurately record information

— Submit LPC documentation to AP in a timely
manner

 Refer to the LPC User’'s Guide
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QUESTIONS?

Email: Christina.attridge@admin.utah.edu
Phone: (801) 581-7340
Fax: (801) 585-6443

Accounts Payable

145 Park Building

Phone: (801) 581-6976
http://fbs.admin.utah.edu/accountspayable/



http://fbs.admin.utah.edu/accountspayable/
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