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o

Introduction

] ]

What is the purpose of the custodian?

o  YOU, the custodian, are responsible for securing the checks and the
following policies.

m User’s guide is easily accessible.
O  www.ap.admin.utah.edu\userguid.htm \
=  Accountable for the blank check stock that you receive from AP. ‘

O AP must be notified when custodians are leaving or changing
responsibilities.

o  Withdrawing custodians must return remaining check stock & check
register to AP.

= You need to keep yourself updated on new changes.

o  Security & accountability

Highly negotiable (easily cashed) =),
Secure checks out of sight. “;‘E:
Do not sign until they are to be used.

Contact Accounts Payable to report lost checks.



http://www.ap.admin.utah.edu/userguid.htm

o

Purpose

] ]

Can be used for small dollar purchases
amounting to less than $1,000.

Vendors are paid immediately, allowing the
Issuing department greater access to over-the-
counter discounts.

Departments have more control over petty
purchases.

Having access to the Limited Purchase Check
program is a privilege that requires attention to
detail and University policies, procedures, and
guidelines.



o

Acquiring the check stock

] ]

The check custodian and signatory must attend and pass-off
an initial orientation presented by Account’s Payable.
Complete and sign the Limited Purchase Check Agreement.
o  The custodian and signatory must each sign the agreement.
The agreement and University ID are required to pickup the

blank check stock from Accounts Payable in room 145 in the
Park Building.

Subsequent requests for check stock will require an original
signed agreement, a check register for the checks that have
been issued, and a University ID.

o  Yes!ll You must prepare and sign a new agreement every time
you want a new batch of checks.

A/P distributes checks before 11:00 a.m. or after 2:00 p.m.



http://www.ap.admin.utah.edu/LPCAgree.pdf

o

Acquiring the check stock . . .

] ]

Details of the agreement:
o  All fields must be complete.

o (1)Authorized signatory and
custodian must both sign the
agreement (1).

o (2)Cannot use project or grant as
the default chartfield (2).

o A runner may pickup the
checks, but they must have a
valid University ID.

o (3)Write number of checks that
you will need (3). (Six months
supply at the most.)

)

THI
UNIVERSITY
OF[JTAH

ACCOUNTS PAYABLE
REQUEST FOR LIMITED PURCHASE CHECKS

DaTE DEPARTMENT NAME

DEPARTMENT PHONE NUMBER CAMPUS ADDRESS DELIVERY Cop

([:9 ZL’L’IIIGII[

I accept custody of these Limited Purchase Checks with the understanding that I am personally
accountable for the checks. I further assert that I have read the User’s Guide and understand that I will
immediately forfeit my privileges in this program if I or any of my assig are a check for an amount that is
greater than the face value of the check.

‘CHECK CUSTODIAN'S EMPLOYEE ID) ‘CHECK CUSTODIAN'S PR} AND SIGNATURE

CHECK CUSTODIAN'S PHONE # CUSTODIAN'S ENIATL ADDRESS

University policy and procedures provide guidelines for utilizing Small, Minority, & Women-owned
businesses. It also has guidelines for small dollar purchases. My department accepts responsibility for following
these policies and for the improper use, theft, or loss of the Limited Purchase Checks that are released to us. In
the event that we do not allocate the amount on the check copy, or do not have adequate funding in an activity
or project within the allocation, or otherwise do not forward a copy of the check and supporting documentation
in a timely manner, you are authorized to charge my Default Chartfield for the full amount of the check and
related processing fees. I further understand that violations of the Limited Purchase Check policy will result in
the loss of their use, and that improper use of the Limited Purchase Check may result in disciplinary action up to
and including termination of employment and full restitution to the University for all related sustained losses.

DEFAL .u(,..;}u
PRINTED NAME AND SIGNATURE OF THE m-um\?z t [ORY ON THE DEFAULT CHARTRIELD

SIGNATORY'S EMAIL ADDRESS

Number of checks requested: (3}

Beginning/ending check numbers:

SIGNATORY'S EMPLOYEE ID.

This order was filled by:

(Signature)

The checks were delivered to:

The checks were delivered on: )




How to use the checks

m Custodian

o  Can give the check (all parts) to another employee within the
department.

o  Must make an entry on check register.
n Date, check #, payee, who received check, and purpose.

DATE | CHECK# | PAYEE WHO PURPOSE | CHARTFIELD | NOTES
RECEIVED
CHECK
12/01/04 123456 JOHN DOE MS. JANE REIMBURS 0001-2000-12356 | CAMPUS
MAIL
12/16/04 123457 OFFICE MAX BILLY BOB OFFICE 0001-2000-12345 | PICKED UP
SUPPLIES

= Recipient is expected to return the original receipt (s) and check
copies to the custodian.

] ]



http://www.ap.admin.utah.edu/LPC/Open.pdf#Display_Checks

How to use the checks.....

= Complete the check... Fre e et :
o (M Date. | UNERIY e o S (D e
o (2 Written and numeric @ M e

amounts S
] Order Of:
e ___.___._ T TN S
O a e e ACCOUNT REPAESENTATIVE
L] DO HOT CASH IF THE ARTIFICIAL WATERMARK OR OTHER SECURITY FEATURES ARE MISSING.
THE SECURITY FEATURES INCLUDED ON THIS DOCUMENT ARE DETAILED ON BACK OF CHECK.

m  Double verification is
needed for new vendors.

o The vendor's name and
address must appear
on two forms. For
example: an invoice
and brochure, an
invoice and IRS Form

W-9. (see appendix)
o (4)Signature.

] ]


http://www.ap.admin.utah.edu/userguid.htm#check
http://www.irs.gov/pub/irs-pdf/fw9.pdf

How to use the checks.....

Obtain proper approvals before sending the check copy to Accounts Payable.

¢ Next higher supervisory authority is required for reimbursements.

An administrator cannot approve a reimbursement if the buyer did not purchase the goods
on their behalf.

A peer employee cannot approve the reimbursement.

@ Alcohol, entertainment, and/or recruitment reimbursements require an original
signature of the person incurring the expense and a dean or higher authority's
approval.

@ The signature on the check must appear on the signature card for the chartfield.

The responsible person for the activity or project must sign a signature authorization form in
order to change the authorized alternate signatures. This form is available on the
Purchasing web page.

] ]



o

How to use the checks.....

] ]

The total for the amount (s) applied to chartfield(s) must equal the amount of
the check.

@ If it does not agree, the entire amount (as best determined by the receipt or invoice)
will be charged to the signatory’s default chartfield.

The vendor’'s SSN/TIN (or vendor ID if the vendor is already on the WEB)
must appear in the appropriate space above the check if the disbursement
is an IRS Reportable transaction.

Description must include:

@ A full description: Who, What, When, Where, and reason for the purchase.
@ Business meals and entertainment.
m If less than ten attendees then list their names.
O It is unlikely that one pizza will serve more than ten people.
Dates of function.
Detailed description of the purpose of the business meal or entertainment.

O Look on the web for guidelines related to
meal/incentives/flowers/retirement gifts.

O Reasonable and business related.
m  Able to bear scrutiny for furthering the mission of the U.
=  Necessary to conduct U business.


http://www.ap.admin.utah.edu/10992.htm
http://www.ap.admin.utah.edu/userguid.htm#check_stub

o

How to use the checks.....

] ]

Documentation.

@)

One invoice per check.

=  Reimbursements are an exception and can have many.
= Put invoice # on the check copy.

IRS reportable transaction.

=  Must have an |IRS Form W-9 with the accounts payable copy. (see appendix)
a Study participants.
o0  Form W-9 plus the study participant form.
Phone orders
m Prepare a memo.

o Date, vendor name, description, purpose, written approval from
authorized signatory on activity/project.

Do not forget that we are tax exempt and ask for cash discounts.
Returns & allowances.

= Departments are accountable for promptly depositing cash refunds into the
original expense accounts.



http://www.ap.admin.utah.edu/10992.htm
http://www.irs.gov/pub/irs-pdf/fw9.pdf
http://www.ap.admin.utah.edu/pths.htm
http://www.irs.gov/pub/irs-pdf/fw9.pdf

o

How to use the checks.....

Send copy and original documentation to Accounts Payable.

] ]

@)

Send yellow copy & original receipts/invoices and/or other supporting
documents.

a One invoice per check.

= Staple yellow copy on top and original documentation afterward.

m  Tape receipts to a full sheet of paper and staple the paper to the check copy.
Double check the LPC.

= Are the chartfields and distributions correct?

= Is the information legible.

o) If the chartfield or check includes a strikeover, make sure that it is also corrected on
the accounts payable copy.

o) A processing fee will be assessed for illegible chartfield and amount information.

= The bottom copy and a copy of the documentation should be kept at the
department.

You are responsible for ensuring Accounts Payable received the documents.

=  Check your management reports to verify that the check has been recorded to
the correct chartfield.

o) Contact Accounts Payable if the check does not appear on your management reports
within 30 days of sending documents to Accounts Payable.

=  Reconcile your management reports monthly.



http://www.ap.admin.utah.edu/LPCExpRev.pdf

o

Positive pay. . . ..

] ]

m Positive pay @ teller line

m Positive pay in back

office

O Checks not cashed for
non-customers

2 Online authentication for
new accts

@ Rules-based exception
identification

m Centralized fraud mgmt

| Acct screening software
used by branches

O Shared database of acct
info

B Rules-based systems for
deposit items

Score O Acct screening software

for tel bkg

Financial Institutions Ranked Fraud Defense

Purpose Mechanisms in Order of Effectiveness

SowrceLABA ABA Depasit Accouwnt Froaud Swrvey Report, 2002

Report checks as they are issued.

O AnlIssued check is a check that has been released to the payee.

o If the custodian does not release the check, it is not an issued check.
Positive Pay will help deter fraud. (See the chart above.)

O Bank will be able to compare the information that we send against the
item that clears the bank.

O  Accounts Payable will determine whether to accept or reject the
exceptions.

Timelier bank reconciliation.



Positive pay. . . ..

=  How to use positive Pay.

O

O

Access the application by going to Campus Information Systems.
= Select: LPC Positive Pay under Administrative Financials/PROCESSING

Enter the custodian’s UNID and applicable check range.

n What it can do.

O

Maintain checks.

= Enter information about issued or spoiled checks.
= Undo and Update information for issues that have not been sent to the bank.

Void check.

n Can only be done after the original issue/positive pay file has been sent to the bank.
Display checks.

= Lists all checks that have been sent to the bank.
= You may use this as your register.



http://www.ap.admin.utah.edu/LPC/Open.pdf#Open_New_Search

Positive pay. . . ..

m Entering checks.

1A

N
v
)

W N

@ Check dates default to today’s date.

T
C—~_

It can be changed to any date between six months ago and a year into the
future.

Any data can be undone or updated until the issue is sent to the bank.

o Spoiled checks.

o [

These are actual checks that are damaged, outdated, or otherwise unusable.
You cannot spoil a check that has been sent to the bank.

O A check marked as spoiled will not be sent to the bank because it is not in circulation
Reasons to spoil

O You have realized the amount is wrong, name is wrong, or do not want to issue the
check.

If you later decide that you want to issue the check then you may un-spoil it as
long as it is dated within the above criteria for dating the check.


http://www.ap.admin.utah.edu/LPC/Open.pdf#Enter_Checks
http://www.ap.admin.utah.edu/LPC/Open.pdf#Spoil_Checks

o

Positive pay. . . ..

m Void checks..

o Checks that are marked as “Bank-Issue” can be voided if:
= The original check is in your possession.
m You must process the void as a stop payment with Accounts Payable if the original check cannot be found.
" Stale dated checks.
o Checks that are older than 6 months from today’s date.
o Cannot mark as ‘void’ on this system.
o Contact Account’s Payable.
" You must maintain the positive pay at least once a day if any checks are released that day.
o If the system is down. Enter the check as soon as it goes up.

] ]


http://www.ap.admin.utah.edu/LPC/Open.pdf#Void_Bank-Issues

o

Prohibitions

] ]

Immediate loss of privileges:

@ Issuing a check over the limit on the face of the check.

0 Cannot write two checks for a purchase amounting to more than the limit on one
check.

0 Failure to record an issue on the positive pay system before the check clears the
bank.

Payments on behalf of non-resident aliens or to foreign vendors are
not allowed.

Employee travel.
0 Hotel deposits and conference pre-registrations only.
0 Must have approved travel request/reimbursement form

u Print this number on the accounts payable copy of the check.

Know and observe the restrictions related to the use of the LPC.

0 If you are not sure call us!!

0 The prohibition list is published only in the User’s Guide which is available on the
AP website.


http://www.ap.admin.utah.edu/userguid.htm#prohibited_uses
http://www.ap.admin.utah.edu/userguid.htm#prohibited_uses

Violations

= A $12.00 processing fee will be charged to the signatory’s default chart
field.

O

While mistakes are going to happen, we cannot account for the time that it
takes to fix the problem. Therefore, the processing fee will prevail.

The custodian is still responsible to bring the check to a condition that will
allow Accounts Payable to create a paid voucher. The processing fee does
not affect this responsibility.

m  Most common.

O O O 0O O o0 O O O

Missing information.

Allocated, written and numeric amounts do not agree.

Missing IRS Form W-9 when it is required.

Cannot verify the spelling of the vendor name with the documentation that is provided.
Inadequate business meal explanation.

Missing documentation.

Missing signatures and appropriate approvals.

Not having authorized signatures.

Failed the positive pay procedure i.e failed to input into the system or information on
positive pay differs from actual check.

m  Three violations within any 90 day period will result in the loss of your privileges.

o [



http://www.ap.admin.utah.edu/userguid.htm#procurement_violations
http://www.ap.admin.utah.edu/userguid.htm#processing_fees
http://www.ap.admin.utah.edu/userguid.htm#loser
http://www.irs.gov/pub/irs-pdf/fw9.pdf

o

Void, spoils, & stop payments . . .

How to void a check

O

] ]

NOTE: This is not an appropriate procedure if you do not
have the original check in your possession. Use the Stop
Payment option instead.

Mark “VOID” over the signature area of check

Record the void in the positive pay system.

Note: If the check is more than six months old, record the
check as void in your check register, make a note in the
memo field for the check on the positive pay system, and
proceed to the next instruction.

Send original check and copy to Account’s
payable.

DO NOT destroy or keep the check.

State reason for void. %&

* Kk K


http://www.ap.admin.utah.edu/userguid.htm#void_checks

Void, spoils, & stop payments . . .

How do you spoil a check.

o  Go to maintain and click on “spoil”
Enter the check information in the space provided.
Must enter an amount in there in order for it to save.
o  Mark “void” on the check.
Send and original check to Accounts Payable.
o  Remember this a check that has not been bank issued!
There is a mistake on the check.
The printer ate it.

] ]


http://www.ap.admin.utah.edu/userguid.htm#spoil

o

Void, spoils, & stop payments . . .

How to Stop a check

] ]

O

See appendix for a Summary Chart of Canceling a Check.

NOTE: This is not an appropriate procedure if you have the original check in your possession.
This is an expensive and timely process. Use the Void option instead.

Record the check as stop in your check register.

Upon discovering a blank check or a prepared and signed check is lost or stolen enter as a
spoil on the positive pay system.

Make a note in the memo field for the check on the positive pay system.

Prepare a stop payment request (available on the Accounts Payable website).

DO NOT REISSUE THE CHECK until you are notified by Accounts Payable that the bank has
accepted the stop payment request.



http://www.ap.admin.utah.edu/userguid.htm#stop_payments

o

Conclusion

] ]

These checks are your responsibility.
Read the User's Guide

o Familiarize yourself and others who will also
Issue the checks with the university’s policies,
procedures, and guidelines to avoid violations
and loss of privileges.

Quiz.
Evaluations.
Comments.



http://www.ap.admin.utah.edu/userguid.htm

o

[Sandra Jones

Room 145

Park Building

581-5759

FAX 585-6443

Email: Sandra.Jones@admin.utah.edu

Mail: 201 S Presidents Cir Rm 145
Salt Lake City, UT 84112-9003

] ]


mailto:Sandra.McCormick@admin.utah.edu?subject=Request%20for%20Limited%20Purchase%20Check%20information

o

[Appendix

Vendor Data Verification
LPC Cancellation

Travel Related Forms
IRS Form W-9

o Summary
o Instructions
o Form

] ]


http://www.irs.gov/pub/irs-pdf/iw9.pdf
http://www.irs.gov/pub/irs-pdf/fw9.pdf
http://www.irs.gov/pub/irs-pdf/fw9.pdf

Appendix — Vendor Data

VERIFICATION REQUIREMENTS

SIS

W-9 OR

When AP requests it

For Taxable Transactions
New vendors

Vendor changes its name

Guidelines stated on AP link “what is
an IRS form W-9 and when do we
need it?

DOUBLE VERIFICATON

Definition: Two documents that verify the
spelling of the payee’s first and last
name.

Examples: brochure, business card, ID,
invoice. etc

AP requests it

New vendors
o) Reimbursements
o Refunds


http://www.irs.gov/pub/irs-pdf/fw9.pdf
http://www.irs.gov/pub/irs-pdf/fw9.pdf

Appendix — LPC Cancellation

SPOIL VOID STOP
STATUS ON POSITIVE Not issued Bank issued Bank issued
REASON uClerical error mPayee returned ck mLost
=Printer ate it mRealized that there is
=Spilled Coffee no need for issue
LOCATION OF CHECK Check in hand Check in hand Do not have check
ACTION IN SUBMISSION | =Send to A.P. yellow uSend A.P yellow uFill out a “stop
TO ACCOUNTS copy and original ck. copy and original ck. payment form”
PAYABLE =Mark void across ck | sMark void across ck. | sWait at least 24 hrs
uState reason for spoil | sState reason for void fc;]r toklssue out a new
chec
ACTION IN POSITIVE In Maintain section In void section select Enter comment on
select Spoil the correct ck # to void | check — reason for
stop

* "bank issued” is when the check is prepared and is released to the Payee

SIS



Appendix — Travel Related Forms

Register Trip Confirmation
Do Not Send To Travel

One or
more of
these
requests
must be
attached if
travel is
involved.

Travel #

303803

Traveler: Woman, Wonder
111 Park

{800) 581-1111

Depart: 41572008
Return: 42272005

Est.  Expense t
Mirfare

Mirfare Agancy Fes
Personal Auto
Lodging

Meals

Conferance Fas

Car Rantal Agancy
Insurance Surcharge
Tasd, Bus, etc.
Parking

Other

Other

Other

Aot Fea

[ | Total Trip Expense

Deduct Prepayments

Deduct Peand, LPC Prepaids

Deduct Insurance Surcharge
Deduct Audit Fee

Deduct Cash Advance

Due Traveler of () Due Universit

BU ©QRG FUl
Audit Fee: 01 00222 22

Begining Ochober 1, 2005, ak ranspastation costs that eeceed th
Shate contraced rates map be demed unallowable, Traweiers she
nob excind rates lsted below:

BUREANE - £295.00
FRESND - $614.00

LOrS ANIGELES - $286.00
MONTEREY - $350.00
OAELAND - $244.00
ONTARIO - $343.00
ORANGE COUNTY - $324.00
PALM SPRINGS - £220.00
SACRAMENTO - 420,00
SAN DIEGO - $370.00

SAN FRANCISCO - $240,00
SAN JOSE - §298.00
SANTA BARBARA - $422.00

Travel #

303803

Prepared By: SuparMan
111 Park
traveliliadmin.utah.edu

Conference Prepayment Request
Print and Submit one copy to Travel Accounting
Make a Copy for Departmental Records

Traweler: Waman, Wondar
111 Park

(800) 581-1111

Depart: 4/16/2006 Desti
Reeturn: 4/22/2006 L]
How Paid: LPC Ha

Conf. Name: SuperFriends Marriolt

1212 Boogie Boogie Avenue
Fairfax, Ch 90555

Est

Expense Chain
Airtare
Airfare Agency Fee

Conference Fes

Car Rental Agency
Insurance Surchargs
Tax, Bus, atr,
Parking

Other

Othar

Other

Audit Fee

Total Trip Expense

Deduct Fregayments

Deduct Prard, LPC Prapaids

Deduct Insurance Surcharge

Deduct Audit Fee

Deduct Cash Adwance

Due Traveler or () Due University

BU ORG FUNDACTIVITY PROJE
01 oo2z2 2222 prrrrl

Traveler's Signature
By miy sigrature, 1 agree that any maney advanced to me incuding precakd arfaee chames,
business days after conchiskon ol bravel, complete and file the rembursement portion o this

are: not propesky Al other travel costs i
annual W-2 report.

Travelers Signature Date

Woman, Wonder

Travelers Name Title

Tst Approval Signature Date

Auaman P

Tst Approval Name Title

Prepared By: SuperMan
111 Park
travelifiadmin. utah.edu

Hotel Prepayment Request
Print and Submit one copy to Travel Accounting
Make a Copy for Departmental Records

Travel # Traveler: Woman, Wonder Prepared By: Superian

303803 111 Park 111 Park

travehiadmin.utah.edu
(800) 581-1111 (B01) 581-1111

Depart: 4(15/2006 Destination: FAIRFAX, CALIFORNLA USA
Return: 4/22/2006 Purpose: Conference - Save the EARTH

How Paid: LPC Handling: US Postal Service
Hotel: Superfriends Marriott Notes: Paid on LPC # 4444434

1212 Baogie Boogie Avenue
Fairtax, Ch QUSES

Est.  Expense Chain Detail Tatal
Hirfare

Airtare Agency Fes

Personal Auto

miles @
Lodging MARRICTT nights @ | s#9.74f | $448.70)
Medls

days @
Conference Fee
Car Rental Agency days &
Insurance Surcharge days &
Ta, Bus, otz [EE]
Parking [Jda=@
Other

Gther
Other
At Fea mandztory $5.00

Total Trip Expense $453.70
Deduct Prepaymants
Deduct Prand, LFC Prepaids
Deduct Insurance Surcharge
Deduct Audit Fee $5.00)
Deduct Cash Advance
Due Traveler or () Due University $448.70]

BU ORG FUNDACTIVITY PROJECT ACCOUNT AU AMOUNT
01 002: 227 RIn 60000 1 $548.70
$0.00
$0.00
$0.00

Traveler's Signature

By my sigrature, 1 agree That any maney advanced t ME INCUANG PrEcakt artare CIAMEs, reQIStaton fees, prepakt NOtE expenses, & a personal adwance. 1wil, winin 20

business days after conclusion of bravel, complebe and file e remborsemert portion of this farm. [ agree Bat cash advarces mey be deducted from my payrol check Fthey
are nok propesly substantiated. All other travel costs nof substantisbed within &0 calendar days after completion of the tip, will be reported 25 income and wil be added to my
sanusl W2 report.

Traveler s Signature Gate Ind Approval Signature DGate
waman, Wonder Green Lanterm AP
Traveler s Hame Tile Ind Appreval Name Title



Appendix — IRS Form W-9

Fom W-Q Request for Taxpayer Glve form to the
i, Noveriom 2008 Identification Number and Certification e g
Use _the most current—> *-;,-J;;",_:'"memmm
VerSIOn. Businass rama, If diferant from above
Make sure everything is oprapimetoc [ SO O Coperston [1 Pamestio [ ovwr> | [] Soppetiom becip
completed and legible o — PR s e
'City, state, and 2IP code
o  Taxpayer’'s name =]
O Type of Entity Taxpayer Identification Number (TIN)
Enter your TIN in the appropriale box, The TIN provided must match the name given on Line 1 to awoid Soclal sscurity number
o  Taxpayer’'s address o Sl oo B ity PP o paga 5. £ or smvnge) 41+ | 1 1
mﬁuﬂ%m“ﬂﬂ.lmhnﬂﬂam : got-a-TFIN O HGS B or
o  Taxpayer's SSN or : e e T o e e oo TR L L L L
EIN Certification
Under penaities of parjury, | certify that:
. . 1 The numiber shown on this form is my comect taxpayer identification number for | am waiting for a number to be issued to me), and
o Authorized signature_ 2 1am not subect 1 backup witioktiog because: s 1 am exempt rom bacup wihclding, or ) | have not boen nffid by the ntema

Pevenue Service (RS) that | am subject to i g a5 a result of & fallure to repor all interest or dividends, or (c) the IRS has
mﬂﬂudmhntlmmlmwtuhnﬂwmwmldw and

1 am a U.S. parson (including a LS. resident alken).

instructions. You must cross out liem 2 above if you have been notified by the IRS thal you are curently subject to backup
becauss you have faled to report all interest and dividends on your tax retum. For real estate transactions, ilem 2 does not apply.
paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement
and generally, payments other than interest and dividends, you are not required 1o sign the Certification, but you must

M. (Saa the Instructions on page 4.)

LS. person B Dute

Purpose of Form ® An individual who is a citizen or resident of the United

SIS


http://www.irs.gov/pub/irs-pdf/fw9.pdf

Appendix — Resources

#'

&

_m. User's Guide ;i

——

Agreement

Positive ng Tutorial

Expenditure Review

Small Dollar Pgocuregs

Procuremeg

[ ) CJ
-



http://www.ap.admin.utah.edu/userguid.htm
http://afs.admin.utah.edu/index.php/training/training-lpc/
http://www.ap.admin.utah.edu/LPCAgree.pdf
http://www.ap.admin.utah.edu/LPC/Open.pdf
http://www.ap.admin.utah.edu/LPCExpRev.pdf
http://www.admin.utah.edu/ppmanual/4/4-3.html
http://www.ap.admin.utah.edu/PaymentMethod.pdf
http://www.irs.gov/pub/irs-pdf/fw9.pdf
http://www.ap.admin.utah.edu/StopPaymentF.pdf
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