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	Associate Vice President for Administration 

1000 E. University Ave. Dept. 3314 • Room 202, Old Main • Laramie, WY 82071

(307) 766-4196 • fax (307) 766-4836 • e-mail: jlowe@uwyo.edu 


DATE:

May 17, 2006
TO:

Colleges, Departments, Divisions and Programs

FROM:

Janet S. Lowe, CPA   Associate Vice President for Administration

SUBJECT:
Quick Reference for Selected Financial Services Policies and Procedures

HIGHLIGHTS:

· Personal Services Contract threshold increased from $1,000 to $1,500-effective 07/01/06        page 3  

· Payments to Non-resident Alien individuals section added                                                          page 3

· Mileage reimbursement rate is 44.5 cents per mile, effective 01/01/06                                        page 4

· State income tax withholding section added                                                                                 page 5

· Timesheet requirements section added                                                                                          page 5

· Employee/Independent Contractor Determination Worksheet required for Personal Services Contracts                                                                                                                                        page 7
· VISA Procurement Card Program section added-business travel airfare allowed on individual procurement card-effective 02/15/06                                                                                            page 7

Individuals responsible for processing business transactions should be familiar with the policies and procedures of the institution and should have copies of the policies and procedures available to address specific questions.

The purpose of this memorandum is to provide a quick reference source for some of the more frequent business processes and problems that are encountered in the daily operation of the institution.  This memo does not cover all business policies and procedures; should additional questions arise please contact those units or individuals within Administration that have responsibility for processing your business transactions.

Please note that this memo contains updated information about certain policies and procedures from the memo issued previously.

Expenditure of Public Funds

The University of Wyoming, as a state agency, adheres to the policy outlined by the Wyoming State Auditor concerning the proper expenditure of public funds.  As a reminder, the following expenditures cannot be processed using university funds.

The Constitution does not allow the state to bestow gifts on individuals.  Payment cannot be allowed for:

· Donations

· Flowers

· Expenses for funerals

· Personal memberships in social, professional or fraternal organizations unless the membership is required by specific job description

· Expenses related to a social event for a retiring employee

· Expenses for refreshments for employee or guest consumption unless directly related to a university business purpose

· Purchase of appliances for preservation, preparation or conditioning of food products for employee consumption

· Purchase of alcohol

Accounting Office

We are currently in the process of updating the PISTOL training class and the Accounting, Purchasing and Payables manual.  Training opportunities for new users and experienced users desiring a "refresher course" will be advertised soon.  For information regarding the class or the manual, email the                 accounting-office@uwyo.edu


Newly revised accounting forms  (including receipt and expenditure corrections) are on the Accounting Office web site: http://uwyo.edu/finops/fsdform.htm   Please use the most current form available.   Notice of form changes/updates will be included in the monthly PISTOL report email from the Accounting Office.  Current listings of valid revenue, expenditure and balance sheet account codes are also available on the website.

Departments that invoice Federal agencies should notify the Accounting Office with the amount due, date expected and appropriate chartfield coding.  This will allow our prompt notification to the department that the funds have been received at the bank.

Refunds from vendors/requests to void UW checks

Whenever a check is received from a vendor that is partially or fully funded by State funds, please forward the check to Accounting, 101 Old Main, along with a completed and signed form REFUND OF STATE FUNDS/CHECK CANCELLATION REQUEST (which may be found at http://uwyo.edu/finops/fsdform.htm. ) The Accounting Office will deposit these funds back into the same chartfields that were originally charged.  You will be unable to deposit the funds at the Cashiers Office, so please be sure to forward the check and form to Accounting, Old Main.  If entirely non-State-funded, the vendor refund checks should be deposited directly by the department at the Cashiers Office, Knight Hall.

For all UW-drawn checks that you wish to have cancelled, please complete the same form and send to the Accounting Office.  The funds originally charged are credited when the check is cancelled.

Accounting Office, 101 Old Main  6-3310

Juanita Carroll   6-6618

Nancy Courtney 6-6616

Linda Nydahl     6-6617

Carol Rowles     6-6188

Janet Stewart      6-3319

Accounts Payable

Fill out all forms completely and accurately to ensure the most timely payment to the vendor. All Accounts Payable forms are available on the web. Please check to make sure that you are using the most current version.  http:/uwyo.edu//FINOPS/Payables/payables.htm
PO Voucher

A PO Voucher is used for paying for those goods you have procured through a requisition/purchase order. Include the PO number you have obtained through PISTOL, the vendor number and address code, and the vendor’s remittance name and address as it is printed on the invoice.  Add shipping expense information on the PO Voucher. 

Payment Request

Payment Requests are used only for payment of registrations, subscriptions, memberships, dues, utilities (includes telephone and internet connection charge), postage, refunds, books, manuscripts, technical reports, reprints and page charges for research/scholarly papers, prerecorded audio and video tapes, maps from Federal agencies, financial aid, adjustment vouchers, repairs, independent contractors, entertainers, consultants, speakers, honoraria, and reimbursements under $500. Before a payment can be made for professional services, a vendor application must be completed. Also, if the payment amount is $1,500 or more, a Personal Services Contract, including an Employee/Independent Contractor Determination Worksheet (see contract section), must be completed in advance and attached to the Payment Request. 

Field Purchase Orders

The Field Purchase Order (FPO) is used for the purchase of goods under $900 within the state of Wyoming. The FPO should be taken to the vendor at the time of the purchase. The Field Purchase Order may not be used for the payment of moving expenses, travel tickets, refunds, fuel, vehicle maintenance, and contracted services.  You cannot attach multiple invoices, including credit memos, to the FPO. 

Notes on payments

On all payment documents, please use the correct remittance address.  Attach the original invoice to the back of the payment document. Completely fill in all blanks on the form (including the invoice number, invoice date, and the date goods are received). Be sure the chart field information is complete and accurate, and that all required signatures appear. 

If something is to be sent with a check (i.e., copy of registration form, remittance advice), fold it and attach to the front of the document.  If the document that you want to be sent is the only place the remittance information appears, copy that document and staple it to the back of the voucher also, so that the information is retained at the university.

If you need to ensure that a payment is made by a specific date, please attach a “Special Handling” tag on the document and hand-deliver it to the Accounts Payable Office in 101 Old Main. Specify if the check is to be picked up by the department (remember to include a phone number and reason for picking it up); otherwise the check will be mailed.  Please plan ahead and do not put a “rush” on everything.

Payments for meals must include a list of attendees and their affiliation with the university (employee, non-university, or student).

Payment of honorariums to Non-resident Alien individuals
If your department is hosting a lecturer from outside the United States and would like to reimburse travel expenses and/or pay an honorarium, please contact the Taxes & Investments Department at 766-2821, in advance of the person arriving on campus.  They will provide you with the forms that will outline the information the university must have to pay these individuals, as well as determine if there are any tax treaty exemptions that may apply to the payments. A guide to paying international visitors may be found at http://uwadmnweb.uwyo.edu/AcadAffairs/policystatements.asp
Travel

If a travel account code (3xxxxx) is used, the expense must be submitted on a travel voucher. Make sure travelers keep all their receipts, especially the airline “ticket” or “e-ticket.” Itineraries or boarding passes alone do not serve as receipts. For audit purposes, reimbursements for gasoline charges at convenience stores must be itemized with the number of gallons and price per gallon.

Registration fees should be paid through Accounts Payable directly to the vendor. If the traveler pays for them, they will not be reimbursed until after the conference.

Mileage reimbursement rate and Cheyenne lodging reimbursement

Effective January 1, 2006, university employees using their personal vehicle for official university travel may be reimbursed at the rate of forty-four and one-half cents ($.445) per mile.  Actual odometer readings or map miles are required.

UniReg 177 (Section 17; paragraph (m)) precludes reimbursement of overnight travel expenses for travel within a 50-mile radius of the employee’s place of employment.  The mileage exclusion was reduced to 45 miles during fiscal year 2001 and will remain in effect indefinitely.  This makes it possible for employees traveling from Laramie to Cheyenne to be reimbursed for overnight expenses when an overnight stay is necessary for extended business operations or conference events.  

If you travel, or are responsible for preparing travel payment documents, review and familiarize yourself with UniReg 177, which can be viewed at http://uwadmnweb.uwyo.edu/legal/Uniregs/ur177.htm  

Accounts Payable, 101 Old Main  6-5296

Kori Thornhill        6-5776

Debbie Honeycutt  6-5775

Natellie Jenkins      6-5314  (Travel)

Property Office

Equipment purchases fall into three categories: 1) supplies, if the cost is less than $1,000 2) non-capitalized equipment if the cost is $1,000 - $4,999.99 (account codes 40xx00) and 3) capitalized, or recorded as an asset, and depreciated if the cost is $5,000 or more (account codes 45xx00).  Supplies and non-capitalized equipment are recorded as expenses in the period in which paid.  Capitalized equipment is not treated as a current expense; it is recorded as an asset and depreciated over its useful life.  Capitalized and “sensitive” non-capitalized equipment (computers, printers and peripherals; scientific, engineering, laboratory, medical and research equipment) is tracked by the Property Office and is reflected on Inventory/Property Reports.
The Property Office tracks the original cost of the equipment.  Any additional cost (equipment add-ons or upgrades) should be coded to supplies.  If your department has shop-built equipment, all of the costs to build the item are tracked.

The Property Control Procedures Manual is available at the following location:  

http://uwadmnweb.uwyo.edu/PROPERTY/ControlProcedures.doc 

Property Office, 101 Old Main

Juanita Carroll   6-6618

Dell Bustinduy   6-2302

Payroll Office

Please check the Payroll web page http://www.uwyo.edu/finops/Payroll.htm for all deadlines.  The web page also includes several forms, instructions, calendars, and a link to the IRS Withholding Tax Estimator.

Please inform all new international employees to contact the Payroll office at 766-2217 to set up an appointment to discuss their tax situation.  Employees will be informed about tax treaties, federal withholding and social security exemptions available, as well receiving assistance in correctly filling out their Form W-4.  Exemption from taxes is not automatic and treaty exemption forms must be filled out for each calendar year.  Also, please remind all international employees to apply for a social security number if they do not have one.

Encourage everyone to sign up for automatic deposit of his or her paycheck.  It's safe, easy and very convenient.  New employees should contact Human Resources or Payroll, for information regarding sign- up procedures.

Out–of-state taxes

The Payroll Office will be withholding state taxes from employees who live and work outside of Wyoming; therefore, it is important that departments contact the Payroll Office when they hire such an individual.  Please be sure to note this out-of-state status on the HRMS hiring forms for your employee - a section has been added for this purpose.  Once the Payroll Office has been notified of an out-of-state employee, they will contact the employee to fill out the appropriate paperwork.  If any of your employees currently living and working in another state have any questions, please direct them to the Payroll Office.

Timesheet requirements

All departments are required to complete and maintain accurate timesheet records for all hourly and non-exempt employees.  Monthly timesheets can be printed from HRMS for employees to complete.  Once the timesheet is filled out, two individuals must sign it: the preferred signatures are the employee’s and the supervisor’s.  If this is not possible, two supervisors may sign the timesheets.  In addition, all timesheet records must be kept for a minimum of seven years.  It is imperative to maintain complete and accurate timesheets—these timesheets could be audited at any time and UW departments could be liable for any fines assessed due to inaccuracies.  If you need assistance in printing timesheets from HRMS or if you would like the Payroll Office to review your current procedures, please call to schedule an appointment.

Awards and Additional Compensation

Cash awards and any other form of extra compensation to employees are taxable income to the employee and therefore must be reported to the Payroll Office for calculation of taxes on the award/compensation. Awards/compensation which can be exchanged for a product or which can be deposited into an department account for the employee’s discretionary use are the same as a cash award/compensation. Cash awards/compensation deposited into an account for a college or department, which are not under the employee’s control, are also taxable to the employee and the employee may be able to claim a donation on his/her tax return.

Payroll Office, 107 Old Main  6-2217

Melissa Mason  6-6144

Dena Nachtman 6-3421

Purchasing Office

The Purchasing Manual outlining purchasing policies and all purchasing forms are located on the Purchasing Office website: http://www.uwyo.edu/purchasing.  Please use the most current forms available and fill out all forms completely and accurately to ensure timely processing.

Purchase of goods

Commitments against university funds are made only by means of an authorized purchase order, field purchase order or procurement card.  Departments shall obtain and use one of these forms or processes prior to placing an order for supplies and equipment with vendors.

University policy requires issuance of a bid by the Purchasing Office for goods costing $7,500 and over.  Goods under $7,500 will be put out for bid at the discretion of the Purchasing Buyers.  Please contact this office with questions related to the purchase of supplies and equipment.

Sales Tax Exemption

The university is exempt from sales tax on purchases made and delivered to locations within the State of Wyoming.  Our sales tax exemption certificate can be found on the purchasing website - http://www.uwyo.edu/purchasing/TaxExemptCertificate.pdf.  If you have a question about our sales tax exempt status in other states, please call the Taxes & Investments office at 766-2821.

Requisitions

Requisitions must have the vendor’s ordering address, not the remittance address, listed with the proper vendor number, address and location.  Two copies of attachments must accompany the requisition – one will stay on file with the requisition and the other will be sent with the purchase order.  Be sure chartfield information is correct and funds are available.

Purchase Orders

All purchase orders will be mailed unless a “special handling” note is placed on the requisition indicating the department wishes to pick up the purchase order.  Purchasing cannot fax orders to vendors, but departments are welcome to have the purchase order returned to them if they wish to fax it to the vendor.

The Purchasing Office offers a training class two times a year for requisitions and change orders for both new and seasoned employees.

Request for Proposal (RFP)

The Purchasing Office issues a Request for Proposal (RFP) when exact specifications are unavailable.  An RFP allows participating vendors to provide a unique proposal that answers the needs of the university.  An RFP is distinct from a bid because a bid asks for pricing on a specific item or items, while an RFP asks for a detailed proposal to provide products and/or services to meet needs specified in the RFP.  

Contracts

The Vice President for Administration has the authority to contractually obligate the University of Wyoming.  Unless specifically designated in writing by the Vice President for Administration, other university personnel are not authorized to sign contracts on behalf of the university.  Contracts are to be sent to the General Counsel’s Office for review, and will be routed to the Vice President for Administration for signature.  General Counsel will contact you when your contract is executed.

Personal Services Contracts must be executed with independent contractors performing work totaling $1,500 or more.  To assist you and your department with properly classifying independent contractors who perform work for you, the Division of Administration has developed an Employee/Independent Contractor Determination worksheet.  This worksheet should be used to support your classification of a worker as an independent contractor and will need to be attached to ALL Personal Services Contracts.  Personal Services Contracts that do not contain this checklist will be returned to your department and no payment issued until the checklist is properly filled out.  The worksheet is available with the Personal 

Services Contract at http://uwadmnweb.uwyo.edu/legal.  Select Contracts in the middle of the page and then Employee vs. Independent Contractor.  

It is important to make the correct worker classification determination before the work is performed.    Paying a person who should be an employee as an independent contractor can result in IRS penalties being assessed against the university.  If you classify a worker as an independent contractor and the IRS reclassifies them as an employee, your department will be responsible for all back taxes, penalties and interest associated with the misclassification.  If you have questions about how to fill out the worksheet, please call the Taxes & Investments office at 766-2821.

Paying a current university employee as an independent contractor will only be allowed under certain conditions.  All the facts and circumstances of each individual situation will be reviewed, with the most weight being placed on the employee having a separate business (with an employer identification number) that is the contracting entity.

Charge accounts and company credit cards

University departments are not permitted to establish charge accounts with vendors or acquire vendor- issued credit cards.  

VISA Procurement Card Program

The VISA procurement card program was established in order to provide a more expedient procedure for the purchase of goods for university use.  The procurement card is not a replacement for purchase orders, field purchase orders or IDRs, but rather an additional means for making approved purchases.  

Two types of cards are offered:  individual procurement card and departmental travel card.  The two cards are independent of each other, each with its own established procedures.  Individuals on the university payroll may obtain an individual procurement card, and each department is authorized to have one departmental travel card, with the approval of the department head.  Cardholders, department heads, and reconcilers are required to attend a training session on use of the card prior to receiving card/account information.

Agreement forms for ordering cards can be downloaded from the Purchasing website.  These forms must be filled out properly and completely, signed by the department head and forwarded to the Purchasing Office.  

Purchasing Office, 115 Merica Hall 5-5233

Martha Miller       6-5235

Greg Livingston   6-5718

Janet Pisciotti       6-5717

Eric Bryant           6-5720

Kori Thornhill      6-5776 (PISTOL transaction processing)

Financial Services Business Office

Credit cards

Arrangements must be made with the Financial Services Business Office to set up processes and internal controls for accepting credit card payments.  Departments are responsible for any discrepancies and processing fees with the credit card processing company.  Timely balancing and reporting of electronic credit card sales is required.
Cashiers Office
Cash handling

If you are responsible for handling cash, checks, other negotiable instruments of payment, credit card charge or refund documents, you are required to process those transactions in accordance with the University Cash Handling Policies and Procedures (Information Circular 1993-1). The policy can be seen at http://uwadmnweb.uwyo.edu/legal/infocirc/1993-1.htm  

Cash collections

Prepare receipt records at the time the cash is received.  Count cash, checks and other cash items periodically (daily) and compare with the receipt record.  Deposit collected funds as soon as possible after reconciliation. Review the Cash Handling Policy for correct deposit procedures.  Balance account credits with the month-end PISTOL report.  After reconciliation, records must be kept on file or stored in accordance with university policy. Records should be readily available for one year for audit, and retrievable for at least three years after audit. If no audit occurs, records should be kept for seven years.

Cash funds

Imprest or “petty” cash funds and change funds are issued by the Cashiers Office and must never be created with collected funds withheld from deposit.  One department individual must sign for acceptance of each working fund advance. For his or her own protection, the responsible person should insure that adequate controls and accounting processes are in place, and return the funds to the Cashier upon leaving the position, or when the funds are no longer needed.  The department accepts full responsibility for the funds, including any loss. Reconciliation should be performed daily, and the original fund balance must be accounted for at all times.  Replenishments to the fund are made by submitting Payment Request vouchers to Accounts Payable, with complete expenditure documentation attached.  After reconciliation, records should be kept on file or stored in accordance with university policy. Records should be readily available for one year for audit, and retrievable for at least three years after audit. If no audit occurs, records should be kept for seven years.

Checks

Checks must have the name, local address, and telephone number, included on the check.  The department’s name accepting the check must be written on the check.  All checks should be made payable to the University of Wyoming and may include the department name also.  Checks should be deposited within one day of receipt. A department will be held responsible for losses resulting from stale-dated checks, and should not accept checks that cannot be immediately deposited (i.e., post-dated).

Financial Services Business Office, 172 Knight Hall

Lynn Crist       6-3215

Susie Hooker   6-2313

Accounts Receivable

Prior approval by the Associate Vice President for Administration must be obtained before departments can allow credit or establish accounts receivable.  Departments that provide goods and services on a charge and billing basis must keep accurate records of accounts receivable balances. The record must include complete identification of purchaser, amount of sale, date of sale, billing activity, and payments.  A detailed listing (subsidiary ledger) of accounts receivable is to be kept, and must balance to the accounts receivable ledger.

Delinquent accounts should be referred to the Accounts Receivable Office for collection. Transfer to Accounts Receivable should be made while the debt is less than 120 days old, or the probability of successful collection becomes minimal.  Only the Accounts Receivable Office can determine when a debt should be referred to an outside collection agency and when a debt should be charged off as uncollectible. Decisions about uncollectible items are communicated to the originating department for adjustment of receivables balances.  

Accounts Receivable, 250 Knight Hall

Lynn Crist      6-3215

Mary Trusty   6-4283

Linda Barker  6-6691

Taxes & Investments

Departments that make sales to the public and collect sales tax must send a monthly activity report to the Taxes & Investments office.  The report is due to the Taxes & Investments office by the 15th of each month, even if there were no taxable sales.  If you have sales that are sales tax exempt, please remember that your department is responsible for maintaining tax exemption documents for each exempt vendor.  If you would like to review your reporting and documentation procedures, please call the Taxes & Investments office at 766-2821 to set up an appointment.    

Taxes & Investments, 107 Old Main

Bruce Parrill            6-4391

Megan Hanneman   6-2821
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