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Agenda

e Accounts Payable: Who we are...what we do...
e Accounts Payable Reorganization
e AP Transaction Volume

e EXxpenditure Review
 Procurement & Payment Options
e Direct Deposit

e Expedited Processing

« Commitment to Communication
 Resources for You
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Accounts Payable
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Accounts Payable Payables Production

 Receive, sort, and distribute all e Create, edit, and maintain vendor
incoming documents records

e Customer service  Voucher Processing

e Communications  Payment Processing

. Expenditure review  Fortis image scanning and maintenance

« Process requests for expedited * Check and ACH Production

processing—Next Day or Same Day * Dataentry of,
. Training’ management of the AP - P_ay.ment Requests
website content — Limited Purchase Orders

: _ _ — Limited Purchase Checks
* Data sampling and post-audit analysis — Invoices paid against both LPO’s and

e 1099 reporting and review, Purchase Orders
calculation, and reporting of moving Campus Order Processing
expense reimbursements

» Assist with policy development
» Check distribution
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New AP team-what are the advantages?

 Emphasis on communications and collaboration

e (Can assist you with selecting the most appropriate payment
method

e Improved coordination with Purchasing

o Greater emphasis on departmental training and website content
* One group to apply a standard expenditure review methodology
o Data suggests reduced processing time

 Documents are ready-to-key for Payables Production team

« Allows the Payables Production staff to focus on accurate and
timely processing
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" Invoice B Payment Requests m Campus Order
M Limited Purchase Order m Scholarship / Fellowships i Limited Purchase Check
328
Dec-12 229
115
Nov-12
108
Oct-12
403
Sep-12 320
Aug-12 [
6
Jul-12
311
Jun-12
May-12
196
Apr-12
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Accounts Payable Volume - Transactions

Processing Volume By Type
7/1/12 -12/31/12

Limited Purchase
Check
2,392

I Other

9,270 ® Scholarship &

Fellowship
6,070

= Other
808
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Accounts Payable Volume - Dollars

Processing Dollars By Type
7/1/12-12/31/12

B Limitied Purchase
Order
$4,362,232

B Scholarship &
Fellowship
$9,024,694

¥ Campus Order
$14,320,820

I Utilities, Freight, and
Petty Cash
$1,295,900
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Payment Requests & Reimbursements

® Reimbursement PR's mTotal PR's
6,000
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Transaction Average Dollars: July - Dec

$5,644 M Average ' Median

$2,620

5200 ¢1974c0

Payment Purchase Limitied Limited Scholarship Freight Utilities Petty Cash
Request Order Purchase Purchase & Fellowship
Order Check
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Processing Time

Processing Time Summary
April to December 2012
Processed Payment Request Delive Processin

10 L g i g 5,800

= 5,082 2,248 5,077

8 4,478 4,374 4,553 4,468 - 4800

4,023 4,133
7
6
6
5
5
‘/‘\4/ e

4

3

2

- 800
1
0 T T T T T T T T (zm’
Apr-12 May-12 Jun-12 Jul-12 Aug-12 Sep-12 Oct-12 Nov-12 Dec-12
*Average based on of a 5% Sample. Created from the monthly post audit sample analysis.
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“Expenditure Review” ...
what does this mean???

Review of submitted financial transactions to ensure compliance with
University Policy and established Financial & Business Services

guidelines and thresholds.
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Financial Transaction Requirements

As per Policy 3-003: II. B, financial transactions must be;
1. Reasonable and necessary
2. Consistent with established University Regulations
3. Consistent with any applicable laws and government regulations

4. Consistent with sponsor or donor restrictions.

Expenditures that are solely for personal benefit or purposes other than those

that benefit the university are prohibited.
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Financial Transaction Requirements

e Supporting documentation matches the payment amount

o Appropriately authorized

« If a reimbursement, does supporting document provide evidence of

original expense to the payee?

« |If a direct payment, ensure that the invoice does not reference an

existing Purchase Order, or a Pcard purchase already completed.
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Examples of Actual Transactions

Insufficient Business Purpose

(m

Reimbursement for Sky Club membership

Note: Business meals, refreshments, or entartainment expenses mustinclude the names of atrendses [if
less than 10} or name of group and number 1m attendance, a detziled description, and dates of the function.

! Check hare if You wish to pﬂﬂ[ the text below on the payment advice {maxi.rnum of 7il characlers).

 BMEX anneal wrearbership fee
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PAYMENT REQUEST NUMBER i A phiTE DANE

Examples of PR-00587560 || [werwuismmsir

TRADE NAME [IF AP LICABLE)
© {this numcer will appear on Management Raports)
VENDOR NUMBER (IF KNOWN)

Actual -

INVOICE DATE

Transactions T

AILING POLICY: Business or home addresses are
juired for consultants, independent contractors, &
nerarda. Campus addresses are not allowed if the
insactian is reportable under IRS guidelines.

REMIT ADDRESS

£13C127 SOM

cmy

Salt Lake City

STATE e

8l UTAH 84132

PAYEE ID NUMBER (EIN, 55N, TIN OR uNID} OR Forelgn State & 1

1u0034807
1 ﬂ Istl being made to or on behalf of an Indiv
e Yes No If Yes, give country of residence:

4 | If the non-resident information above is not complete,

sl L0 A

Note: Business meals, refreshmants, or enterta nment expensos mustinchsde tha names of attendea [if 5 1
less than 10) or name of group and number in sttendance, a detailed description, and dates of the fun ctian, |

Insufficient approvals... ]

Reimbursement for 2011 Dues
Heart Failure Society of America (
David & " . !

watly reimbursed from any other seures
froe of charge, previ h field must be filled in to properly allocate the payment. If 3l fields are not TOTAL

Awthorlzed Signors: An Account Ex. { thorized werly filled out, this request will be returned, resulting in unnecessary delays. 300.(

—_—

| I:Il" tl Fayee Signature [for reimbursements) Type or Print Payes Name. Emoloves 10 [uNID] and oMail Addn
David = 8% Chigf, ssssssasas o, uD034807,

| cartify that these expenses were actual, necessary and reasanable and incurred for official business of the University and that no po

free of charge, previously reimbursed from any other source, or will be paid from any ather sources in the future,

o~ Authorized Signars: An Account Executive/Pl jor Authorized Alternate} with the respoasibility to approve and commit University fun.

s form. Exceptlons b pollcy require | by the appropriate Vice President.

harized Signatory on the ahove chartfields Type or Print Signor's Name, Title, Empioyee 1D (uNID) and eMa
SR B Administrative Manager,
Daje FEVCRMAE g apbidiies B e

APPROVALS
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Examples
of Actual
Transactions

v Chock here i vou wish ta print (he text below on the payment advice (maximum of 70 chamctersy. | Z[ ema
i . rr\,i’L'aﬂl-i1LL% chri
REIMBURSEMENT FOR AIRFARE TO CHINA FOR @i i g Deoi
WIS S . aRer i RE: CHINESE INITIATIVE - JUNE 20

Travel related... |trousH Ly 1, 2012 §|DE
PN - " WILL REIMBURSE "% "% $4430.90 i 7-2

BU CORG FUND ACTIVITY PROJECT ACCOUNT AU AMOUNT (5)
01 |00028 (1001 |05406 60200 |1 6,832.10
e A e S i GATE b WA b e st Akl 6.83240
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| PAYEE NAME

PAYMENT REQUEST NLIMBER

Examples PRAO0614051 | [ one
of Actual :

" _ CH®LS 0000l | Salt Lake Gity _
Transactions . s Bl UTa .

PAYEE ID MUMBER (EIN, 55N, TIN OR uNID) OR Foreign State & Count

INVOICE NUMBER

INVCICE AMDUNT

AILING POLICY: Business or home addresses are Isth being made to or on behalf of an individual
juirad for congultants, independent contractors, & ; Yeas No m If Yes, give country of residence:
noraria. Campus addresses are not allowed if the :

P u r C h aS I n g insaction is reportable under IRS guidelines. If the non-resident information above is not complete, this

Mote: Business meals, refreshments, or entertainment expenses must inchude the names of attendees (if ﬁ
- - tess than 10 or name of group and number in attendance, a detailed description, and dates of the function. . Da‘
review required... -
Payment for services for Pharmacy Polo iasteawsdisne 25, 201 1 ' Deps
per invoice #C482500002. & Ph:
. \ SR Fhon
LW-A_grpuid Bllu '

01 (00274 8000 |18716 86300 |1 | 78.542.82
iy Ll gl el oo st stk TOTAL | 78,542.82
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EX am p I eS Reimbursement for lab equipment.
of Actual

PREPARER f CONT
g
=

Bl ORG FUND ACTIVITY PROJECT ACCOUNT | &/ AMOLNT {5)
Transactions 01100901 (oco [39de - 01000, | | 342200
61 106901 \pooo |/5966 4rtool v | 573585
ol 009yt |Looo |15966 & 2400 YUSO
Purchasin 0 s o et e A it TOTAL | 39.819.85

u u = | end
review required... M | 8 eric
Reimbursement for lab equipment. E bepa
Ca
HPLC S?Sfc'f” i
&80
BU ORG FUND | ACTIVITY PROJECT ACCOUNT | AU | AMOUNT (S}
01 [00901 GOD [Pl Gloc | | 11,250.00
i rrsl g TOTAL | 11,250.00
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Examples

—I SAYMENT REQUEST NUMBER PAYLERATE _—
Parvo Medics, Inc
PI {'00672771 TRADE NAME (FAPPUCRRLE,  ———————————— —
z
o]
E1 lthis numier will nopear en Maniiemsnt Renaris 81 52 SOUth 171 5 EaSt
E WENDOR NUMBER {IF KNOWH) o | REMIT ADDRESS _—
o= Q
o4 =
. Z TINVOICE NUMBER o —_——
= e
] & |Sandy
9
£ [INVOICE OATE Z [srare P 7P T
< w
& $|UTAH 84093 )93 4093
TMVDICE AMDUNT O [TPAYEE ID NUMBER [EIN, S5M, TIN OR UNID) OR Forsizn State & CountiR Foreign State & COURE) 137 Fore gn State & Count
MAILING POLICY: Business or home addresses are s this payment baing made to or on behalf of an individual2half of an individua, pehalf of an Individual
required for cansultants, indzpandent contractors, & ﬁ No . 1t ves, give country of residence: of residence: b
honoraria. Campus addresses sra not allowed if the

L] .
P l | r C h aS I n transaction is reportabla under IRS guidelines. \f the non-resident infermation above is not complete, thisis not complete, this;z ¢ - oisoipleie, Lhis
g Nﬂm'ﬁes i Nam...,. Sty Mami

= Mote: Business meals, refreshiments, of entertsinmant axganses imust include the names of attendeas (il T - et
. 8 | jmss than 10) or name of group and numbe: 0 attendance, 3 dersiled descripsion, and dates of (e funciion. g Jo\““ﬂb"- E JO\\: i, E JO)
r e - 5' D E eiai g eMa % eMai
VIEW require : | | Sy Bloy (o
& | ParvoMedics TrueOne 2400 Metabolic Measurement System & | Dep & [ Dep: & [ Depa
& | Invoice 58706 attached £ph Z|Ph ZiPh
& | Also attached Sole Source Jusiification for Metabolic Measuremeant E g &t ol
B System =180 g £l5g
U ORG FUND ACTIVITY PROJECT ACCOUNT | AU |  AMOUNT(S) AMOUNT(S) | AMOUNT(S] |
a
@| 0100212 |5000 59003185 |62600 2500.00 4,574.00 4,000.00
—
=4 R A
T
[=]
£ach field must be filled in io properly allncate rhe payment. If ail fisids are not TOTAL 4:57400 4,00000
z stk o 2,500.00 !
= |

Each fleld must be hlled into properl; allan:ﬂn Ehe puymem 1f ol fields arc nat TOTAL 2 500 00 2 000 DO 8 000 00
- g i . 3 -

PP T S RS P PR
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Reimbursement???

TOGETHER WE REACH

FINANCIAL & BUSINESS SERVICES

PAYMENT REQUEST NUMBER HATEEINAME ﬁwi““ 1 FOR
Amanda . Reimbursement
P R—00665250 TRADE NAME (IF APPLICABLE} IF SERVICES, LIST TYPE:
§ (this number will appear on Man: 1
‘E‘: VENDOR NUMBER {IF KMo W) 8 REM)IT ADDRESS, ‘fﬁ} VENDOR: TYPE
5 2201 sB 6 e Employes
£ | INVDICE NUMBER g CiTY = DATES OF SERVICE
g
- § Carnpus CHECK BOX IF WORK PEAFORMED QUrs
£ [ Wvoice pare Z [Srave P HANDLING
« w
& =|UTAH Campus Mail
TNNDICE AMDUTT B [ PAYEE ID MUMSER (€11, 55N, TIN OR uNID} OR Fereign State & Country Chieck this box If you want ta 1
payment on a separate check

properly P'-Inri o, this s

MARING POLICY: Eusiness or home addresses ane ayment hein; made to or on behall of an individual or organization that is a non reside
required for consultar dependent contractors, & ‘fl!s Mo I Yes, give country of residence:
honoraria. Campus add 25 are not allowed if the
transaction is reportable under IRS guidelines. if the non-resident information above is not complete, this request will be returned -unpaid.
= Mote: Business meals, refreshments, or entertainment Hnes must inclugde the names of sttendess [ E B ¢
B | less than 10} or name of groug = :|||I||I| e attend ance, a detailed dese ||r| |||I|| = of the function, m m
= 1 .
- gpw‘ -
2 W FL
—
é Reimburse costs for Indonesia research Q QP&:KQ"& g wew
e
2| Mow. dioe M—Mﬂkﬂim\, 4
= A R 4l 4 & - 1 e
o ! Tev a gy i
2 W |- i " 2
BU ORE FUND ACTIVITY PROJECT ACCOUNT AU AMOUNT (5) 1099
CODE ~a H
g = .
@l 01100116 [2500 |07337 62600 4,500.00 ~
Conss
£ e 0
x |
S s '
=
Each fleld maust be filled in 1o praperly sllocate the peyment, IF all flakds are not TDTAL 4 500 00

uest will be foturmed, resulting in unnecessary delavs.
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Reimbursement???

My graduate student, Amanda "ws e | is preparing for her field season in
Indonesia and needs to transfer money for her stay at the field camp and for the
annual cost of a field assistant and the supplies for remote acoustic sensing. I will
help her out with the finances by covering a part of her costs (i.e. the field
assistant and supply costs for the remote acoustic sensing units).

Could you please request a check to be covered by my setup account and made out
To Amanda " e for the sum of $ 4,500.-- to cover these costs.
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New Regulations Governing
Expenditures & Reimbursements

 Policy 3-010
Expenditure of University Funds
& Personal Reimbursements

e Rule 3-010A

Expenditure and Reimbursement Requirements



http://regulations.utah.edu/administration/3-010.php
http://regulations.utah.edu/administration/3-010.php
http://regulations.utah.edu/administration/rules/R3-010A.php

TOGETHER WE REACH
THE

UNIVERSITY

OF UTAH FINANCIAL & BUSINESS SERVICES

Objectives of the New Regulations

e Support best practices expenditure behavior

« Defines a University business expense and defines the
standards for expenditures, including personal
reimbursements.

. Ensures that expenditures further the mission of the
University and are necessary, reasonable, prudent,
appropriate, and transparent.

« Creates a basic framework for processing of expenditure
transactions.

. Reduce the large volume of personal reimbursements, whch
are highly inefficient.
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What’s Wrong With Reimbursements?

. Inefficient for both campus departments and central
administration.

. Financial burden for the individual while they wait for their
reimbursement.

. University generally exempt from Sales Tax, which is nearly
always present on these transactions, resulting in waste.

. Doesn’t take advantage of negotiated State of Utah or
University contracts.

« Often results in a paper check, compounding the inefficiency.
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Reimbursement Exam

DOCUMENT CONTROL NUMBER
(ACCOUNTS PAYABLE USE ONLY)
Do NOT FILL IN SHADED AREAS.

PAYMENT REQUEST

ACCOUNTS PAYABLE DEPARTMENT
201 5. PRESIDENT'S CIR, RM 145 (Campus Loc: Park/145)
SALT LAKE CITY, UT 84112-9003  (Phone: 801/581-6576)

THE
UNIVERSITY
OF UTAH"

PAYMENT REQUEST NUMBER

PR-711066

PAYEE NAME
RO UL 0 T

PAYMENT IS FOR
Reimbursement

TRADE NAME (IF APPLICABLE)

IF SERVICES, LIST TYPE:

VENDOR TYPE

Student E

DATES OF SERVICE

CHECK BOX IF WORK PERFORMED OUTSIDE U.S. I

HANDLING

US Mail

z

o

B ithis number will appear on Management Reports)

g VENDOR NUMBER (IF KNOWN) =

S [O:'“ S g R ey

o ¥

2 [ INVOICE NUMBER g

"é § -

E INVOICE DATE z
w

b ] o4 e - e
4

INVOICE AMOUNT O — ntry
ettt o

Check this box if you want to make this
payment on a separate check

MAILING POLICY: Business or home addresses are
required for consultants, independent contractors, &
henoraria. Campus addresses are not allowed if the

Yes If Yes, give country of residence:

Is wsﬁ'rum being made to or on behalf of an individual or organization that is a non resident alien?
No

transaction is rep under IRS If the non-resident infors ahove is not complete, this request will be returned-unpaid.
[T T
2 | Note: Business mealks, refreshments, or entertainment expenses must include the names of attendees (if 5
g less than 10) or name of group and number in attendance, a detailed description, and dates of the function. | & . THESEeSE:
e
g Chnck here if you wish o print the text below on the payment advice (maximum of 70 characters). [ =
I~ g_nu‘.m.m-r
=
Reimbursement for deposit on Post Theater for all-school roaston |&
< —wpe by
4/25/13 SUSE &
H OC - GLEST  HOK < N -
BU ORG FUND ACTIVITY PROJECT ACCOUNT | A/U AMOUNT (5) 1089
CODE
(=1
EI PR ———— LRty 100.00 " o us
E = 37
= (]
: z S,
i
1 e ¥
(V=) wnMm
Each field must be filied in to properly allocate the payment. if all fields are not TOTAL 1 00 00 2
properly filled out, this request will be returned, resulting in unnecessary delays. # -0 g m
——— — T T T v e T A e e 1 3= Tt

Guest Name:

Arrive: 04/25/13

Date

0212112013

0473072013
04/30/2013
04/3012013
04/30/2013
04/30/2013

les

e WERRE sy ¢ ARG S
e 0NN
B TN

Page No. |

Room #: GROUP
Folio #: ROSCFB - |
Group #: 2505

B T e Ggf:: b
e
: Time:  05:16 AM Depart: 04/30/13 Time: 05:04:13 Status: FOL
Dreiﬁgt_i?_q Reference Comment . Charges  Credits |
DEP VISA deposit haddaanaiiell ] $0.00 ($100.00)
EVENTS MISC TAXABLE BEO 1-12894 EVENTS CLEANING FEE $50.00 $0.00
EVENTS AV BEO [-12894 EVENTS AV $145.00 $0.00
EVENTS ROOM RENTAL BEO 1-12894 EVENTS ROOM RENTAL $200.00 $0,00
EVENTS SERVICE CHARt BEO 1-12894 EVENTS SERVICE CHARGE $24.65 $0.00
CAMPUS ORDER CO0-00944106  Final Payment CO-00944106 KZC $0.00 ($319.65)
'Eolio Balance: ' S0.00
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Reimbursement Examples

DOCUMENT CONTROL NUMEER Ac[:cﬁ“YPMBEEIMEEEQUEST T e
{ACCOUNTS PAYABLE USE ONLY) 5 0 F UT AH ™
201 S. PRESIDENT’S CIR, RM 145

(Campus Loc: Park/145)

DO NOT FILL IN SHADED AREAS. (Phone: 801/581-6976)

SALT LAKE CITY, UT 84112-9003

U

PAYMENT REQUEST NUMBER PAYEE NAME PAYMENT IS FOR
0 m———— Reimbursement

PR-00711177 e e scvaces st CAMPUS STORE

§ THE UNIVERSLTY QF UTAH
AN

{this number will appear on Management Reperts) LAl RED ZONE STORES
S [ VENDOR NUMDER (IF KNGWH) = | E— VERDCRLTYPE LAYTON BO1-544-6577 SANDY HO1-523-9173
§ 2 e L R BRI Employee MALN CAMPUS STORE  801-581-7943
2 [ INVOICE NUMBER § R———, University Campus Store
g § ____—,,E_Jj 270 South 1500 East
i CHECK BOX IF WORK PERFORMED OUTSIDE U.S. =
E INVOICE DATE = - " HANDLING salt Lake City, UT 841120670
< ad 5 p e
£ £ iom e US Mail 801-581-6326

o - RRIL I [ - . -
kil - T— - il Check this box if you want to make this v i I 1
Be the first to know!

52.39 wm payment on a separate check -

. S re. et it dont alien? Enter for @ chance o win @
MAILING POLICY: Business or home addresses are Is this payment being made to or on behalf ot an individual or organi n that is a non resident alien’ i Card
required for consuitants, independent contractors, & \’esﬁ No If Yes, give country of residence: 250.00 Campus Store Gift
honoraria. Campos addresses are not allowed if the ign up for Events for U today
transaction is reportable under IRS guidelines. I the non-resident information above is not complete, this reguest will be returned-unpaid. ine at wi camPuEs‘fo‘E cutah.edu

i i

.

Note: Business meals, refreshments, ar entertainmen enses must include the names of atiendeas {if
§ less than 10) or name of group and aumber in attendance, a detailed description, and dates of the function. E’# Sqpetigp 4 Rnt . i3 o, - 00001 REG:137 TRANH : 9581
o Check here if you wish to print the text below on the payment advice (maximum of 70 characters). e ER:ESTHER O
5|l -
S e e
& |Reimbursementto: ©~ = = s for mouse fot | - L MIGHTY HOUSE
E office PC. Receipt attached. gm ¢ Mg “imiee <01 T
& v - 49,00
. . o 49.00)

: O — Bosle STOVE R meene w0

B0 l ORG | FUND I ACTIVITY I "BROJECT | ACCOUNT i AJU | AMOUNT (3) 099 ot atal 42.00
5 ! ! ! | £O0E jales Tax (06.850%) 3.36
i eeeees R - R s 52.36 )( = T 52,36
2 re i 4 RCARD 52.36
8 = 2. “di: YOOKKKXKKKKK1 666

ety sdate: KX/XK
w o th Code: 007283

: i ; " . Swiped
Each field must be filled in to properly allocate the payment. If ali fields are not TOTAL o 'U : try Method
properly filled gut, this request will be returned, resulting in unnecessary delays. 52‘36 -f _I’E
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eimbursement Examples

-{J“;J IVERSITY University Information Technology

DOCUMENT CONTROL NUMBER P AYM ENT REQUEST u

(ACCOUNTS PAYABLE USE ONLY) ACCOUNTS PAYABLE DEPARTMENT
2015, PRESIDENT'S CIR, RM 145 (Campus Loc: Park/145) OF UTAH"™ SQFTWARE LICENSING
Do NOT FiLL IN SHADED AREAS. SALT LAKE CITY, UT 84112-9003  (Phone: 801/581-6976)
THE UNIVERSITY OF UTAH
PAYMENT RECILIEST NUMBER PAYEE HAME nmr{urm P
e Reimbursement
= P R—OO? 1 0888 . - F SERVICES, LIST TYPE: Your Recei p‘l
g (thiz number will appear on Reparts)
VENDOR NUMBER [IF KNOWN) M — VENDOR TYPE . N "
g Blocmum oy Employee Print this receipt for your records.
E VORISRV, § T oares oe semnce
E D Please note: Refunds & Returns are subject to a 15% processing fee.
E . 9 V*' 4 CHECK BOX IF WORK PLRFORMLD DEVS l ki p g
E INVUICE DATE £ - HANDLING Order #: 12412559
= En.om Campus Mail '
[P —t Order Name:
DINOIEEAMELNT 5 Check this box if you want to make this
payment on a separate check Date: 04/29/2013
—MIII.IHG POLICY: Business or home addresses are Is this payment being made to or on behalf of an individual or organization that is a non resident alien? Name/ld:
q for I independent contractors, & Yes No If Yes, give country of residence: |
by i@, Campus are not allowad if the . Credit Gard
transaction is reportable under IRS guidelines. == Iif the non-resident information above is not this request will be returned-unpaid. Paymam Method:
r W e Credit Card Confirmation #: 121001380134
E MNote: Business meals, refrosh , OF i P s must include the names of attendees (it
2 less than 10} or name ol group and number in attendance, a detailed description, and dates of the function. 1| g Sy m ay R ta DefverediPicked Up tem Sub-total
b if ish t int th t i i f70 =
§ Check ere if you wish to print the text below on the p advice - o 8 ; o 6% i —
SAS Software %‘ Student - SAS EAS -v.2013 - Windows - No Media - Single User - annual license (01/01/2013 - 12/31/2013)
. ” Serial Numbar(s):
E & * - OSL will send the new filas when they arive. You will also be able to retdeve them for your Order History (or department orders if you are a depariment user.)
2 F -
‘- {r’ e Serial Number Flle: - Download Now
BU | ORG | FUND | ACTIVITY | PROJECT | ACCOUNT | AU AMOUNT (3] 1099 g )
g ! e = o Sublotal: $79.00
* .- foe o ene = =
= m_— 79.00 X "f 5[_: Tax: $0.00
(V=] 1
. Shipping: $0.00
-
- x Lo Total: $79.00 )
N B #
o= Order Comments:
Each fleld must be fllled in to properly allocate the payment. If all fields are not TOTAL 79 00 — r
properly illed out, this reguest will be returned, resulting in unnacessary delays. & o m
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Low Dollar Reimbursement Examples

s ] PAYMENT REQUEST maprc o
[COCMENECCRIEOUNMEER PAYMENT REQUEST THE RS (AGCOUMTS FAYRBLE USE OHLY) § ACCOUNTS PAYABLE DEPARTMENT UNI H
USE ONLY) ACCOUNTS PAYABLE DEPARTMENT UNIVE = 201 5. PRESIDENT'S CIR, RM 145 (Campus Loc: Park/145) OF UTA
(BCCOUNT PV 2015, PRESIDENT'S CIR, RM 145 (Campus Loc: Park/145) OF UTAH Do NOT FiLL IN SHADED AREAS. SALT LAKE CITY, UT 84112-9003 _ (Phane: 801/5816976)
DO NOT FiLL IN SHADED AREAS. SALT LAKE CITV, UT 84112-9003  (Phone: 801/581-6976) e b e TR
PAYMENT IS FOR .
PAYMENT REQUEST NUMBER PRI ". [— - Reimbursement
Remoibamet PR-00711052 - P —
PR-710400 — ol 3
E (this number will appear on Management Reports)
(this numberwill(a N;\;}:!n Management Reports) - § VENOOR MIMABR [ ARG - VENDORTYPE
ENDOR NUMBER [ K . H - Erployes
o e i 4 R DOCUMENT CONTROL NUMBER PAYMEN'I LT .
e ACCOUNTS PAYABLE DEPART g TNVOICE NUMBER DATES OF SERVICE
z b Lo Sl b bt 2015, PRESIDENT'S CIR, RM 14 | & S | 1 e s
w Z ING
H s DO NOT FILL IN SHADED AREAS. & saLT iake Gy, T sa312-90¢ | o . picassangs
g bl o ome - S L) s - US Mail
< A
TVOICE AMOUNT g - . BATMET eI INVOICE AMOUNT 5 w— - — Check this box if you want to make this
hooramscte et PR 0071 0044 rsoesbrnmer payment on 3 separate check
" MAILING POLICY: Business or home addresses are s this ing made to or on behalf of an individual ¢ | = MAILING POLICY: Business or hame addresses are Isthis nt being made to or on behalf of an individual or organization that is a nan resident allen?
required for consultants, Independent contractors, & = ﬁv"“ A ¥, o coematy af didasoe: E i pseiia il e ion RSGRRRA TN RARE AN required for consultants, independent contractors, & ves[ | N If Yes, give country of residence:
honoraria. Campus addresses are not allowed if the o s - bbb i s i ok berlba - h ria. Cai ddresses are not allowed if the
transaction is reportable under IRS guidelines. If ident information above i lete, this g VENDOR NUMBER (IF KNOWN) 5 By o LS 3 = i i o eal T elion albovie ok e dee, AhdG Terjudsk WAl i et A,
= P
Rama
Note: Business meals, refreshments, or entertainment expenses must include the names of attendees (if E 'E = S Narma and Frninues 1 fnNIAT
' ' " it ote: Business meals, refreshments, or entertainment expenses must include the names of attendees (if
g s 101 R o 5033 o e, Gt descrpion,an s f the ncion._| G o [y PP E N 2 é less than 10) or name of group and number In attendance, a detailed description, and dates of the function. E e 3
£ [ Ceck here o wish t prit e et befo on e payment acics (asimum of 10 characters). g E & g = £ Haa
3
reimbursement for suppll s at Earthaay Service project at Bend in | = 2 [WoicE DATE 2 g : ; ) g - .m* [erreagprerey
e River Sha £ g & |Reimbursement for travel in personal vehicle to collect death B .
g o T £ 4 |certificates from Health Department. Z . : ™
£ i & &
i 2 g - e #e4
[T su ORG FUND I ACTIVITY | PROJECT | ACCOUNT | AU AMOUNT(S) | - — o _-m L
2 L a—— 5.31 ; ’ h‘ ifYe BU ORG I FUND | ACTVITY | PROJECT | ACCOUNT | AU AMOUNT (5] :ggsg
’ u — mpus addresses ar . ! g preen 565
transaction is reportable under IRS guideline: if the noa-resident infor | @ S S S '” " % = =
A E = .o
Note: " .iine pensas mast include the i § e S
| [——— & detailed description, an |9 - O
: =&
=
G Tilled in to properly payment. Wall i TOTAL 5.31 § O - ]
iy filled out, this request will e returned, resulting in unnecessary delays. - @ ]
Frepsyes AR i " Each Tisld must be filled In to properly allocate the payment. If all fields are nat TOTAL 5.65 _“gz
Supplies. properly filled out, this request wil be returned, resulting in uanecessary delays. - = IB=<
H ug T
-] R -
2 <) . -
BU I ORG FUND l ACTIVITY l PROJECT I ACCOUNT I AU AMOUNT {3) m
9 = >
@ ——— - av— 3.20 S o
£ = 3
g = S0
<1 = 2>in
1 G
N A
» EE
field must be filled in to pr y allocate the payment. I all fields are nat TOTAL 3 20 = :D'Tﬁ
nod, resulting in unnecessary delays. z =
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Policy 3-010
Expenditure of University Funds & Personal
Reimbursements

 Binding for all University colleges, departments, and
units, including University Hospitals & Clinics.

 All University Funds are included, and are defined
as those which are “administered or held by the
University.” This may include;
—  Departmental operating funds
—  Clinical income
—  Gifts

— Any other funds for which the University is accountable,
including monies from federal contracts and grants.
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Policy 3-010
Expenditure of University Funds & Personal
Reimbursements

« Emphasis on preferred procurement methods and
utilization of negotiated contracts, and the least costly
expenditure outlay to the University.

« Discourages the use of individual’'s personal funds as a
procurement method.

« Discourages the payment of sales tax by the University.

 Prohibits use of personal funds to purchase on behalf of
the University in combination with use of the University’s
Sales Tax Exemption certificate.
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Policy 3-010

Expenditure of University Funds & Personal
Reimbursements

X] UTAH STATE AND LOCAL GOVERNMENTS AND PUBLIC
ELEMENTARY AND SECONDARY SCHOOLS
Sales Tax License No. _11874443-002-STC
| certify the tangible personal property or services purchased are 10

be paid directly with funds from the entity noted on this form and wili
be used in the exercise of that entity’s essential functions. For

construction materials, if the purchaser is a Utah state or local
government, these construction materials will be instalied or
converted into real property by employees of this government entltLl

Directly” does not include per diem, entity agvances, or govern-
ment reimbursements for employee credit card purchases

CAUTION: This exemption does not apply to governmenti or educa-
tional entities of other states.
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Policy 3-010
Expenditure of University Funds & Personal
Reimbursements

« Establishes a minimum amount, currently $25, under which
a departmental petty cash fund should be used.

e Establishes a maximum amount, currently $1,000, above
which additional approval is required, in addition to an
explanation why preferred procurement methods were not
used.

« If an individual makes a purchase which violates University
procurement policies, and then seeks reimbursement, it is
possible that reimbursement will not be processed.
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Rule 3-010A
Expenditure and Reimbursement
Requirements

e Establishes the following minimum documentation
reguirements;

 Description of item or services purchased
 Date of invoice or date of purchase

e Amount

 Adequate description of business purpose
e Appropriate invoice or receipts
 Appropriate accounting distribution
 Necessary approvals
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Rule 3-010A
Expenditure and Reimbursement
Requirements

e« Combining the use of personal funds with the use of
the University Sales Tax exemption certificate Is a
violation of state law.

« |f documentation suggests misuse of this certificate,
the reimbursement will require a letter of justification,
Including approval of the cognizant Vice President.

 Reimbursement requests will not be eligible for
expedited processing (Next Day or Same Day)
without department Director or Chair approval.
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Procurement & Payment Options
Make The Right Choice

« Attend the Procurement Basics Class offered by Purchasing

* Properly use the following methods to make payments;
— Limited Purchase Order
— Limited Purchase Check
— Payment Request
* Prepare these procurement documents completely so expenditure
review by Accounts Payable is expedited.

 Ask Us when you have a question!



http://fbs.admin.utah.edu/training/train-alpha/train-procure-basics/
http://fbs.admin.utah.edu/accountspayable/ask_ap/
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Procurement & Payment Options

Make The Right Choice
 Policy
— Familiarize yourself with Policy 3-191: Small Purchases and
Expedited Procurement

 Become familiar with these procurement and payment options;
— Procurement Card
— Blanket Purchase Order
— General Purchase Order
— Limited Purchase Order
— Limited Purchase Check
— Payment Request

— Petty Cash administered by Purchasing
administered by Accounts Payable
administered by General Accounting



http://www.regulations.utah.edu/administration/3-191.html
http://www.regulations.utah.edu/administration/3-191.html
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Direct Deposit (ACH)

 Payments can be made by Direct Deposit rather than by check.

» Direct Deposit is available for all vendors who are in the Accounts
Payable Vendor Master table.
 There are no checks or paper advices for this distribution. The payment

will be deposited directly to the payee’s checking or savings account and
an email containing the payment advice will be sent to the payee.

* Once the vendor or student is set up under this payment method, they
must notify Accounts Payable in writing if they wish to change the
account information or to opt out.

A Stop Payment can be made on a Direct Deposit payment if Accounts
Payable is notified within five working days of the date of payment.
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Direct Deposit (ACH)

« Payee receives an email to notify them of the pending payment...

From: | PecplesoftFs 7.05 <faprod@acs.utah.edu> | Sent  Mon 10/25/2010 §:25 AM
L= -
To: Perry H. Hull
Ca
Subject: The attached csv file is the University of Utah ACH payment advice for payment reference number 0090034 I‘
.................................................................................... B e e rmromemeemeemeosoeeesemeeeemmemmemmmeeesmmmemmememseememseesonesesenees

| Message

» Direct Deposit Links on the AP Website
— General Discussion and FAQ

— Direct Deposit Authorization Form



http://fbs.admin.utah.edu/accountspayable/payment/deposit/
http://fbs.admin.utah.edu/download/AP/DirDepAuthF.pdf
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Procurement & Payment Options

 Procurement Card
— Preferred for small dollar (<5,000)
— Widely accepted by merchants
— Minimal paperwork
— Very efficient reallocation of transactions
— Excellent controls
— Some restrictions apply

— Currently nearly 2,000 cardholders, representing 420 different
campus departments

— Average of 17,000 transactions per month
— Learn more at; http://fbs.admin.utah.edu/pcard/



http://fbs.admin.utah.edu/pcard/
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Procurement & Payment Options

 Blanket Purchase Order
— For frequent small dollar (<5,000) purchases
— Can be created anytime during the year
— Very convenient
— Paid through Accounts Payable, on invoice
— Allows for multiple chartfield distributions

— Purchasing distributes proof requisitions each Spring for Blanket
Orders which expire June 30
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Procurement & Payment Options

 General Purchase Order
— Purchases expected to be >$5,000
— Initiated with a Requisition
— Can be created anytime during the year
— Paid through Accounts Payable, on invoice
— Allows for multiple chartfield distributions
— All restricted items must use a Requisition
— Learn more at; http://fbs.admin.utah.edu/purchasing/



http://fbs.admin.utah.edu/purchasing/
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Procurement & Payment Options

 Limited Purchase Order
— Used for one-time transactions between the University and a vendor
— They are individually numbered forms, of the format “LO-nnnnnn”
— This LPO number should appear on all related invoices

— Three-part form;
 Part 1. Vendor
o Part 2: Accounts Payable
« Part 3: Department

— One Invoice per LPO
— The total order, including back ordered items, cannot exceed $5,000

— For incremental services or deliverables and you expect multiple
payment installments, do not use an LPO, instead use Requisition
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Procurement & Payment Options

 Limited Purchase Order
— Follow these steps to obtain LPQO'’s
 Complete the written Agreement

» Pickup forms in the Accounts Payable office. These cannot be
sent to you via or Campus Mail.

» LPO Custodian and authorized signatory must sign the
agreement and be on the Signature Card record in Accounts
Payable

 LPO’s can be picked up by anyone with a valid University ID
Card



http://fbs.admin.utah.edu/download/AP/LPOAgreeF.pdf
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Procurement & Payment Options

e Limited Purchase Check
— Can only be used for payments to Human Subjects
— Payments less than $1,000
— Very convenient
— Must be kept in a secure location
— Must be entered into the Positive Pay system

— Contact Rhett Jones in Payables Production to learn more
about this program, or to schedule training.
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Procurement & Payment Options

e Payment Request
— May be prepared for any dollar amount

— Preferred method for payments to individuals for services, employee/student
refunds, reimbursements, or membership dues

— Payment Requests should always be used for;

* Consultants * *Professional Services Agreement also required

* Independent Contractors *

e (Guest Lecturers * ~Guest Lecturer/Performer Agreement also required
* Performers®

e Honorarium Refer to University Regulations Policy 3-062

— For incremental services or deliverables and you expect multiple payment
installments, do not use a Payment Request, instead use Requisition.

— Please refer to University Regulation Policy 3-111 for guidance when paying
Independent Contractors and Consultants

— Payment Request information and forms can be found at;
http://fbs.admin.utah.edu/accountspayable/payment/onlinecheck/

— Use either the auto-numbered version, or non-auto-numbered (Mac users)



http://fbs.admin.utah.edu/download/AP/ProfServConsAgreeF.pdf
http://fbs.admin.utah.edu/download/AP/GuestLectPerf.pdf
http://www.regulations.utah.edu/administration/3-062.html
http://www.regulations.utah.edu/administration/3-111.html
http://fbs.admin.utah.edu/accountspayable/payment/onlinecheck/
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Procurement & Payment Options
o Petty Cash

— Can be effective way to handle small incidental purchases

— Overview
» Establish departmental Petty Cash Custodian, who must also be an employee
» Determine Petty Cash amount, based on estimated 45 day expenditures
» Custodian is held personally liable for the funds
» Cash must be kept in a secure location
» Original receipts are required, and should be taped-down to expedite processing
» Payments cannot exceed $100
— Related policy and guidance

¢ Petty Cash Funds Guidelines
e Petty Cash Policy

— Related forms
+ Petty Cash Request/Change Form
¢ Petty Cash Reimbursement Form

— Contact Steve Allen in General Accounting to learn more about this program.



http://fbs.admin.utah.edu/download/guidelines/PettyCashFunds.pdf
http://www.regulations.utah.edu/administration/3-011.html
http://fbs.admin.utah.edu/download/ga/pettyrequest.pdf
http://fbs.admin.utah.edu/download/ga/pettyrequest.pdf
http://fbs.admin.utah.edu/download/ga/pettyrequest.pdf

TOGETHER WE REACH
THE

UNIVERSITY

OF UTAH FINANCIAL & BUSINESS SERVICES

Travel Related Payments?

« Use a Travel Form when the following apply;
— IF an employee travels more than 100 miles AND more than 10 hours
— OR IF there are any overnight lodging expenses

« Contact Travel if you have a question



http://fbs.admin.utah.edu/travel/
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Expedited Payment Requests

o Typically, payments can be made within one business day of receiving
the Payment Request.

 Next Day payments
— $12 handling fee

If received before 1:00pm, then check available after noon the next business day*

If received after 1:00pm, then we will try to include in the Next Day cycle, but it may
be necessary to be included in the following business day activity.

« Same Day payments
— $24 handling fee
— Coordinated through office management and dependent upon available resources

Handling fees can be paid through Campus Order, or deducted from
the total payment amount

* Provided the Payment Request successfully passes expenditure review and has all necessary approvals
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Commitment to Communications
DUHUEEEBSEN L E Y

e FBS News

— FBS News — Financial and Business Services uses FBS News to communicate
Important financial information, changes, timely updates and useful tips. You
can subscribe to the FBS News list and receive FBS News in your inbox.

— This list is recommended for all persons who wish to receive email notification
with financial responsibilities from buying supplies, paying invoices, payroll and
reconciling management reports — or anything in between.

— To subscribe, go to the Commitment to Communication page, and scroll down
to Subscribe to ListServes section



http://fbs.admin.utah.edu/communication/
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Communication Preferences

When receiving routine communications from When contacting Accounts Payable with a
Accounts Payable, what method do you prefer? specific question or problem, what method do
you prefer? Web Page
Web Page 3 8
1

2%
1%
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Resources for you...

Accounts Payable Webpage
e Contact Us

— http://fbs.admin.utah.edu/accountspayable/contact _ap/
« Share Your Feedback

— http://fbs.admin.utah.edu/accountspayable/ap feedback/
 Procurement Options Matrix

— http://fbs.admin.utah.edu/accountspayable/payment/procurement-
options/
 Request Status of Payment Request

— http://fbs.admin.utah.edu/accountspayable/status pr/

Campus Information Services
 Voucher Payment Search



http://fbs.admin.utah.edu/accountspayable/contact_ap/
http://fbs.admin.utah.edu/accountspayable/ap_feedback/
http://fbs.admin.utah.edu/accountspayable/payment/procurement-options/
http://fbs.admin.utah.edu/accountspayable/payment/procurement-options/
http://fbs.admin.utah.edu/accountspayable/status_pr/
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Questions or Feedback?

THE
u UNIVERSITY
OF UTAH™

Perry H. Hull
Manager, Accounts Payable
D: 801-581-6338

F: 801-585-6443
www.ap.admin.utah.edu

201 S Presidents Circle, Room 145
SLC, UT 84112-9003
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