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The following outlines all of the policies and guidelines for the Accounts Payable function at The College of Mount Saint Joseph.  The policies dictate the rules and procedures for purchasing, reimbursement, credit card use, stipends, and cash advances.  The guidelines are here to communicate the preferred method of completing your transaction.  
Background
The following policies and procedures for making purchases were created in order to comply with IRS guidelines as well as internal control procedures created to ensure the financial statements of the College are kept in accordance with Generally Accepted Accounting Principles.  Failure to follow the guidelines below may result in the failure of an expense to be paid by the College.
Methods of Presenting Payment to a vendor (in preferred order)

1. Purchase Order resulting in a check or credit card payment to the vendor.

2. American Express credit card kept on file in Fiscal Operations for immediate payment to a vendor.

3. PNC credit card for immediate payment to a vendor.  Only for those employees who are issued a card.

4. US Bank credit card for immediate payment to a vendor.  Kept on file in Fiscal Operations, but may be “checked out” for short periods of time.

5. Expense Reimbursement submitted by employees or students in order to be paid back for payments made to a vendor on the College’s behalf.

6. Cash Advance available through the use of a Purchase Order for expenses to be incurred in the future when another method of payment is not acceptable.
****ORIGINAL RECEIPTS MUST BE SUBMITTED IN ALL CIRCUMSTANCES****
Purchase Order
A Purchase order, generated through CARS, documents our intent to purchase a product or service from a vendor and the employee’s authority to purchase said product or service.  

· A check is made payable to a non-employee or third party vendor for the purchase of goods or services.  

· ‘Blanket’ purchase orders should be used when regular periodic payments to the same vendor are expected (e.g. Duke Energy)

· Vendors must be established through accounts payable prior to the generation of a purchase order.  Email Mary Lee Reinstatler (x4323) to add vendors to CARS.
· Purchase orders are created and approved prior to the purchase of goods or services.

· Payments or stipends to non-employee individuals for services rendered require the individual to complete an IRS form W-9 prior to payment.  Fiscal will hold payments to individuals without a W-9.  This form can be found here: https://mymount.msj.edu/ICS/Finances. Payments to non-employee individuals for reimbursement of their expenses (e.g. travel expenses for a job candidate) do not require a W-9.  

· Payments for professional services require an approved professional services contract and a W-9.  These forms can also be found here:  https://mymount.msj.edu/ICS/Finances. 
· Cash advances require purchase orders to initiate the check request.  Cash advances must be documented on an expense report and any remaining proceeds returned to Fiscal Operations.
· Complete Purchase Orders received in Fiscal by Friday will be paid no later than the following Friday.  Purchase Orders received after Friday may be included in the week’s check run at the discretion of the Controller.
· All Purchase Orders will be paid according to the due date of the related invoice unless Fiscal is instructed otherwise.

American Express Credit Card

The American Express Credit Card is kept in Fiscal Operations in the Controller’s office.  The College earns points for everything purchased on the American Express card and uses them for events such as Four Corners.  Not all vendors accept American Express, but we do encourage employees to use this card when possible.  

· It is important that you call OR email Fiscal Operations (x4236 or x4711) and tell them when using the American Express Card.  Failure to alert Fiscal Operations when using the card will result in a warning the first time, and loss of privilege the second time.

· A Purchase Order must be created with the vendor American Express, ID #408130 for each purchase made on the card as soon as possible.

· Send a print out of the Purchase Order to Mary Lee as soon as it is completed and any original receipts to her when they become available.

· As with any other method of payment, all invoices and receipts are still required to be kept on file.

· This is beneficial for those who travel often as it can be used to prepay expenses or in lieu of the individual’s PNC card so that the full limit is available during the actual trip for incidentals and emergencies.
PNC Credit Cards 
If you have a College Credit Card in your name, you received instructions on processing charges when you received the card.  Please review those procedures as needed and ask questions if you have them. The College has an overall limit to both the amount of cards and available balance, so we will make every attempt to keep as few of cards and as low of balance for each individual holder as possible.
· PNC cards are not assigned according to a certain position or role with the College.  Necessity dictates who will be assigned a card, and it is not to be considered a rite.  Usually those who travel or have extensive business off campus will be assigned a card.

· Use your PNC card for purchases such as travel arrangements, registration fees, business lunches, unusual supply purchases, transactions where a discounted rate is provided with immediate purchase, and vendors that will not allow for a PO or check.  It is not appropriate to use your PNC card for small purchases such as parking fees, supplies that can be purchased through Office Max, and any other expenses that could otherwise be reimbursed that day through an expense report.
· Generally a credit limit of $2,000 is given to a card holder.  Periodically the need for a holder’s limit to be increased will arise.  Please call the Controller (x4711) and request an increase when it is needed.  Do not assume Fiscal Operations knows you need an increase for a trip or the start of an athletic season- it’s nearly impossible to keep up with!  Most requests to increase or decrease a limit are addressed by the end of the business day and you will be emailed confirmation of the change.

· Alert Fiscal Operations when your limit can be reduced to its normal amount.  
· If you are assigned a card, it is your card according to PNC.  You may call the number on the back at any time to check the limit, available balance, purchases, report a lost or stolen card, etc.  The personal identification number or what they may refer to as ssn, is your birthday month and day- 4 numbers.
· For your reference, attached is an example Credit Card expense submission form.  Please review it for reference when you are creating your monthly credit card expense report.

· If you are traveling or intend to make a large purchase in the near future, please call PNC and check your credit limit and available balance in advance to ensure you can complete the trip or the purchase without any problems. 

· If you are not using your card, we ask that you turn it over to Fiscal Operations for safe keeping until you need it.  We can keep any unused cards in the vault and can get them out as many times as needed.
US Bank Credit Card

This card is quickly becoming extinct, but we will use it until it does.  The College’s name appears on this card and therefore, may be signed by anyone Fiscal Operations gives permission.  If you are not assigned a PNC credit card, but require the use of a card for a one-time trip or event, you may sign it out of the Fiscal Operations office.
· A Purchase Order is required to be filled out with the vendor of US Bank, ID# 144621 for each purchase made on the card as soon as possible.

· Send a print out of the Purchase Order to Mary Lee as soon as it is completed and any original receipts when they become available.

· As with any other method of payment, all invoices and receipts are still required to be kept on file.

Expense Reimbursement Form
This form provides the College with the required documentation to prove to the IRS that the payment being made to an employee is not taxable.  All fields on the form must be completed.  It is to be used for any payment made to an employee that is not salary/compensation/stipend.  

· Use an expense reimbursement for any payment to an employee that is not compensation regardless of account coding or amount.
· Expense reports are due no later than 2 months (60 days) after the expense was incurred.  Expense reports received after the 60 day will not be paid.
· Reimbursements must be in compliance with the College policy on valid business expenses.  

· Expense Reports require at least 2 signatures, the employee requesting reimbursement and the appropriate department head signature.
· Expense Reports over $500 also require the appropriate line officer’s signature.
· Expense Reports over $5,000 also require the Chief Financial Officer’s signature.
· Reimbursements less than $50 will be returned in cash, unless otherwise requested.
· All reimbursements may be direct deposited at the request of the employee by completing the section at the bottom of the form.
· Completed Expense Reports received in Fiscal by Friday will be paid no later than the following Friday.
· Please review prior to submission for proper account coding on each item.  

· An example form is attached.  Please use it for reference when completing your expense report.  A blank form is located here:  https://mymount.msj.edu/ICS/Finances. 
Cash Advance
Only available through the use of a Purchase Order, and the least favored payment option, the cash advance is used to provide cash upfront for a future event, travel, or purchase.  If no other method of payment is acceptable, please allow for plenty of time to acquire a cash advance.
· Complete a Purchase Order through the procedures described above.  Please allow ample time for approval by the appropriate levels.

· Purchase Orders and cash advance purchase orders submitted on Friday will be available by the following Friday.  Those submitted after Friday will be made available earlier at the Controller’s discretion and will be the exception, not the rule.

· All expenses and receipts are required to be documented and turned in with an Expense Reimbursement Form for documentation according to IRS rules and regulations.  Failure to submit a corresponding Reimbursement form within two weeks of the event will result in the employee being banned from receiving future cash advances and the cash advance will become taxable income.

· An example Cash Advance expense report is attached.  Please use it for reference when completing your cash advance report.

Petty Cash
The College discontinued use of a traditional petty cash fund many years ago.  The use of petty cash slips will no longer be honored for employee reimbursements but will continue to be used for Student Reimbursements, Student Clubs and departmental purchases of stamps.  

· Fiscal Operations will continue the policy of reimbursing supply purchases for less than $50 immediately.  However, the purchase must be documented on an expense report.   

· In most cases, Fiscal is able to give the employee cash upon the employee presenting the expense reimbursement report to the cashier’s counter during normal business hours.  

· There may be times when Fiscal is unable to honor immediate cash requests due to a high volume of requests or other cash needs.  If this occurs, we will reimburse the employee as soon as possible but no later than 48 hours following the request.  

Student Reimbursements 

Students may be reimbursed for valid College expenses less than $100 using a petty cash slip.  The slip should be completed by the department paying the reimbursement and signed by the department chair.  

Student Club Reimbursements/Petty Cash

· When expenses for student clubs are incurred with the use of any credit card (personal or College card) or as submitted through an expense reimbursement form, a “Student Organization Expense Form” (http://inside.msj.edu/campus/activities/Student_Organization_Expense_Form.doc) must be completed and attached to the paperwork and a copy of the form submitted to SGA. This form is essential in SGA tracking allocated money for each club.  Failure to comply with this requirement may result in the cancellation of your credit card and/or denial of reimbursement.

· A student club may request a cash advance up to $100 using a petty cash slip as long as a current Student Bank Signature Card is on file in Fiscal Ops.
· Any unused cash and receipts must be returned to fiscal within 1 week of the cash advance.  

· Each club is eligible for 1 petty cash slip at a time.  

· Fiscal will work with the Student Activities Director to resolve issues with receipts not returned.  

· Student clubs are required to use petty cash requests on file with the Student Activities office and obtain appropriate signatures.  

· Any abuses to this process will result in the revocation of petty cash privileges. 
Professional Services Contracts

At times, the College enters into agreements with non-employees to perform specific services.  These contracted arrangements are to be documented on a “Professional Service Contract.”  This form issued to independent contractors is appropriate for use on a recurring basis, (for example athletic officials) and “one-time” non recurring basis (for example a speaker).  

The College is required by the IRS and the State to report these non-payroll expenditures to individuals and partnerships for professional services.  The information needed to report to the IRS and the State includes the name (as on file with the IRS for the SSN used), address, and taxpayer identification number (SSN or partnership).  We will issue a 1099 to the individual or partnership and to the IRS each January.

· A Professional Services Contract (https://mymount.msj.edu/ICS/Finances) must be completed, signed and properly authorized before payment will be made.  A current IRS form W-9 must also be completed or be on file in Fiscal Operations.
· To initiate payment, a copy of the signed contract together with a properly authorized Purchase Order should be sent to Fiscal Operations.

· A sample professional services contract is attached for your reference.

Year End Procedures

The last day of the fiscal year for the College is June, 30th.  Failure to comply with the communicated deadlines and restrictions will result in Purchase Orders and Reimbursement forms not being paid.
· In order to comply with the procedures below, it will be important to plan ahead and communicate with your manager, director, and line officer.  If you need cash advances or have specific events that occur right around year end, please be sure to plan it out and make your requests in a timely fashion. 
· Complete all current year purchases for supplies, equipment or other items (this means anything that you want remaining the current year budget dollars to pay for) by June 10, 20xx.  Current year Purchase Orders must be completed, approved and submitted to Fiscal by June 15th.  
· All capital purchases must be completed- paid and on campus by June 30th in order to be included in that fiscal year budget.
· Forward all invoices (or copies) dated prior to 6/30/xx to Fiscal no later than June 15th.  If you need to hold an invoice because you are not ready to pay it, write, DO NOT PAY on a copy of the invoice and send it to Fiscal.  There are no exceptions to this procedure.  

· Expense reimbursement reports for expenses incurred prior to June 30 are due July 15, 20xx.  Requests received after July 15th will be returned unpaid.  

Travel Guidelines
The College’s position will always be to preserve funds and complete all transactions as cost effectively as possible without putting undue burden on our employees.  That being said, we feel that in many cases it is a reasonable expectation that employees pay for expenses upfront and be reimbursed.
****ITEMIZED RESTAURANT RECIEPTS ARE REQUIRED. “TOP COPIES” WILL NO LONGER BE ACCEPTED****

When traveling to a destination for a conference, it is expected that the employee will take the most cost effective mode of transportation to their destination, whether that be air fare, mileage reimbursement, or car rental.  If an employee chooses a more expensive mode of transportation for personal reasons, they will be reimbursed the amount of the most cost effective option.  For example, if someone were to choose to drive to their destination when a cheaper flight is available (within $50), the college will reimburse the employee the amount of the flight.

If a person is being reimbursed for mileage, they may not also expense gas.  Gas is covered in the mileage fee of $.50 per mile.  Mileage cannot be prepaid to an employee.
When renting a car, the college will reimburse the cost of the car rental for the duration of the trip (including time to travel there and back as well as the days of the event) plus gas used during the same timeframe.  Employees should not add on the insurance offered at pick-up and are expected to return the car with the gas returned to the same level as they picked it up instead of selecting the option to have the rental agency provide the last tank of gas.
Each Mount employee is allotted $45 per day for meals while traveling.  This includes breakfast, lunch and dinner.  If your itemized receipts for a day exceed $45, you will not be reimbursed for the excess.  Alcohol is not permitted and will not be reimbursed.  The $45 limit is a daily limit and resets each day. 
Cash advances will be used sparingly and will be considered on a case by case basis.  Cash advance approvals will be determined based upon the amount of people traveling on behalf of the college, distance, necessity for cash, and other factors as determined by Fiscal Operations.  In most cases, an individual traveling alone for a conference will not be approved for a cash advance.
