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I. Purpose and statement of operational policy underlying the procedure.

This policy is designed to provide a clear, consistent policy for the disbursement of
payments for goods and services received by the College. All payments, except
payroll salaries, are processed by the Accounts Payable staff of the Fiscal Department
after ascertaining that all prior procedures for expenditures have been met. Payroll
salaries are disbursed by the Payroll/General Ledger Accountant.

All invoices submitted for payment must be accompanied by appropriate
documentation, which includes a purchase requisition/check request with account
numbers and appropriate signatures. Invoices that cannot be matched with
documentation are considered unauthorized purchases and the College will not honor
such invoices.

I1. Applicability/Scope

All disbursements of the College




II1. Process for Implementing Procedure

Responsibility -

Action

Timeline

Originator/Department Head

Submits purchase requisition/ check
request to Cabinet member for
approval

Ten days prior to check
due date

Cabinet Member

Reviews submitted purchase
requisition/check request for accuracy.
Approved signature attests that budget
funding is available for requested
item(s). Forwards approved
requisition to Assistant to Vice
President/CFO/Purchasing

No later than nine days
prior to check due date

Assistant to Vice
President/CFO/Purchasing

Reviews requisition for overall
completeness

Upon receipt

Assistant to Vice
President/CFO/Purchasing

Submits requisition to Vice
President/CFO for approval

After review

informs originator

Vice President/CFO / Approves requisition and returns it to | After receipt
Controller Assistant to Vice
President/CFO/Purchasing

Assistant to Vice Determines if purchase order is After approval of

President/CFO/Purchasing required. If so, issues purchase order | requisition by Vice
President/CFO

Assistant to Vice If purchase requisition is for travel, Upon approval of Vice

President/CFO/Purchasing makes travel arrangements and President/CFO

Grants Accountant

If purchase requisition is for grant
expenditures, reviews for Fund 2
(Restricted Account) budget
availability. Account numbers and
appropriate signatures must be
included prior to forwarding
requisition/request to Grants
Accountant.

No later than nine days
prior to check due date

Grants Accountant

Approves requisition and submits to
Title III Director (if needed) and Vice
President/CFO for approval

No later than nine days
prior to check date

Vice President/CFO

Approves requisition and returns it to
Assistant to Vice
President/CFO/Purchasing

After receipt

Assistant to Vice
President/CFO/Purchasing

Submits purchase requisitions to
Accounts Payable Specialist for check
processing, except for travel
requisitions which are charged to
College credit card. Retains copies for
files.

Within two days of receipt

Assistant to Vice
| President/CFO/Purchasing

Emails originator of requisition when
request has been forwarded to

After submission of
requisition or Purchase




Accounts Payable or when Purchase
Order number has been provided to
vendor. Copy of Purchase Order is
provided to Mailroom Manager to
contact originator when merchandise
1s received.

Order number

Accounts Payable Specialist

Generates checks and check lists and
forwards to Controller

No later than seven days
prior to check due date

%ontrol]er

L

Reviews checks, check lists, and
supporting documentation. Signs
checks and forwards to Vice
President/CFO

No later than seven days
prior to check due date

Financial Officer

forwards to Customer Relations
Associate in Fiscal Department

Vice President/CFO Reviews and signs checks and No later than seven days
forwards to Customer Relations prior to check due date
Associate in Fiscal department

Vice President/Chief Reviews and signs checks and No later than seven days

prior to check due date

Manager of Accounting

Uploads to banking institution’s
Positive Pay website the listing of
Fund 1 (Unrestricted Account) checks
processed

Same day as checks
processed

Customer Relations Associate

Prepares checks and supporting
documentation for mailing or
distribution per instructions listed on
purchase requisition/ check request.
Attaches copies to back-up detail for
filing by Accounts Payable Specialist

No later than seven days
prior to check due date

Accounts Payable Specialist

Receives copies of check vouchers
and supporting documentation.
Maintains paperwork alphabetically in

Within five days of
receiving paperwork for
filing

Accounts Payable files.
IVv. Related policies/References for more information
Check Signing Policy
Purchasing Manual
Purchase Requisition
Title III Purchase Requisition
Authorizing Official: Authorization Date: /v/ /6 ’/j/

Title: Vice President/C

Financial Officer
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B LEMOYNE-OWEN COLLEGE
PURCHASE REQUISITION

1. PAYMENT DATA
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Purp;ose and justification for expenditure

II. APPROVALS —a check mark inidates a REQUIRED signature for this requisition
Requested by Approved by —

Grants Manager/Budget Officer

Approved by Approved by

Vice President of Area VP/Finance
Approved by — Approved by —_
Title OI1 Coordinator Presidant
III. PAYEE DATA
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| [DATE 07-2811| [DUEDATE 072811
1 [CHECK REQUESTED | [J  [REQUEST # | ]
L [CHECK HANDLING | |

[ s o

iIV. PURCHASE REQUISITION DATA
MR BLESCRIPIIGN UNITEDAT  HISE T AL

GODI:

TOTAL AMOUNT




PURCHASE REQUISITION

TITLE III
NAME AND ADDRESS OF VENDOR(S) SUGGESTED
DATE DELIVERY DATE
DEPARTMENT
TO BE USED FOR
: |
ANTITY PLEASE GIVE FULL DESCRIPTION AND COMPLETE ESTIMATED
’—QU SPECIFICATIONS UNIT PRICE TOTAL
TOTAL AMOUNT
Activity Director Approved
Title III Coordinator
Approved By Approved
Dean or Administrative Head President Vice President or Controller
Departmental Account Code 1. 2. 3.

DIRECTIONS FOR PREPARING A PURCIIASE REQUISISTION

I. General - The Fiscal Office will forward copies of approved or denied requisitions to the requisitor.
I1. Content - Include on a given requisition only items that can be ordered from one vendor.

111. Specifications - Give complete and accurate specifications. Failure to do so will delay processing.
IV. Estimated Cost - Estimate costs including shipping as far as possible.





