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Accounts Payable Mission & Information

The primary mission of Accounts Payable is to ensure all payments processed by
the department are done timely, accurately, and in compliance with the
University; along with the federal and state rules and regulations, with excellent
customer service and a commitment to continuous process improvement.

The following are some examples of the procedures in place for requesting
payments for Vendors, Memberships, Subscriptions, Accreditation Fees, Agency,
Stipends, and other types of payments.

All forms, instructions, and other pertinent information can be found on the
Controller’s web site at http://www.atu.edu/controller/forms.

ARKANSAS TECH g
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Accounts Payable
Request for Payment

Purchase Order Check Request

The following documents are required and must be
received by Accounts Payable in order to process
payments.

* Purchase Order (signed & dated by authorized supervisor)
e Original Invoice

Upon receipt of the above documents, Accounts
Payable will process the invoice for payment in
accordance with the established payment terms for
that vendor. We ask that all purchase orders are
forwarded to Accounts Payable directly after
receiving goods or services. \When applicable,
contracts or quotes are required.

Non-Purchase Order Check Request

The following documents are required and must be
received by Accounts Payable in order to process
payments for non-purchase order check requests.

e Check Request Form
* Invoice or Itemized Receipts
*  Memo from Department Supervisor (in certain

circumstances, *please see slide eight (8) for additional information)

Upon receipt of the above documents, Accounts
Payable will process the check request for payment.
We ask that all check requests and documents are
forwarded to Accounts Payable directly after
receiving goods or services.

An explanation of required documents to follow.

ARKANSAS TECH g
UNIVERSITY @




Supporting Documentation

Purchase Order Check Request Non-Purchase Order Check Request
Acceptable Documentation: Acceptable Documentation:
. Invoice (original) . Invoice (original)
* Vendor name, address, & phone number * Vendor name, address, & phone number
* Invoice date & number * Invoice date & number
*  Purchase order number *  Purchase order number
*  Description of goods/services *  Description of goods/services
*  Amount of goods/services *  Amount of goods/services
*  Sales tax (if applicable) *  Sales tax (if applicable)
*  Shipping charges (if applicable) *  Shipping charges (if applicable)
* Total amount due *  Total amount due
Additional Supporting Documentation (if applicable): . Itemized Receipt
*  When available — forward packing slips with PO. . Memo (*please see slide eight (8) for additional information)
*  When applicable — quotes or contracts are required. Unacceptable Documentation:

However, a quote or contract does not take the place
e Personal Checks or Bank Statements

of an invoice. . .
*  Credit Card Statements or Receipts

Unacceptable Documentation:

Agency Check Request
: FelEens) Cies e Rk SEsmens *  Please visit the Forms page at www.atu.edu/controller for Agency check
O Credit Card Statements or Receipts request instructions.

UNIVERSITY
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Sample Invoice
Office Supply Inc.

123 Main Street
Fiuzzellville, AR 72501
473-555-1212

Invoice

Invoice Date 012115

Invoice Number 123473

P.O. Hember FPOOO3ITTS

Ship to Arkanzaz Tech Univeristy Bill To  Arkansas Tech University

Human Resources Accounts Payable

1505 N Bioulder Ave, Foom 100 1508 M Biculder Ave, Roam 500

Ruzzellville, AR 72501 Ruszzellville, AR 72501

479-963-0595
SHIPPING METHOD | SHIPPING TERMS | DELIYERY DATE
ary EM & DESCRIPTION JOB UNIT PRICE | LINE TOTAL
10.00 k2433 & W2 x 1 copy paper 3 2332 | § 23320

Remit to Address:
Office Supply Inc.
P.0. Box 100
Ruszellville, AR 72811

Payment Terms: Het 30

SUBTOTAL | £ 289.20

BALES TAX 8805

ToTAL| ¥ JF13.78

Thank you for your business

Supporting Documentation Examples

Sample Handwritten Invoice

¢ Vendor name, address, &
phone number

* Invoice date & number

* Purchase order number

* Description of goods/services

* Amount of goods/services

* Sales tax (if applicable)

* Shipping charges (if applicable)

* Total amount due

é\ﬂ 4 Date: {EAV_S_'l L% .

™ . - oy ",

\T\/N\IT Invoice # 15792-A

Office Supply Chain Store
101 Main Street

Little Rock, AR 72001
501-111-2222

Fax 501-111-2223
sales@officesupply.com

Joe Miller PoD‘i 1819 1-S=1 | bueonreceit  10th
Qty Item # Description Unit Price Discount Line Total
S REATSY Pa,)v‘ e 0,0 - 100,00
Y4 diy, [Kisonet| Pen Led $43 - 21,18
I NCT 1Yo Add Machie 45,27 - 4s.0
N shipping o | 1,87
é‘ S subtotal |50 ,29

Sales Tax le,23

,L’. " ‘(/
sl Total 194652

Remit to:

Office Supply Chain Store

PO BOX 51978 Make all checks payable to Office Supply Chain Store
Little Rock, AR 72001 Thank you for your business!

ARKANSAS TECH
UNIVERSITY

Handwritten invoices
require all information as
other invoices, as well as,
a company representative
signature.

If an incomplete invoice is
received, it will be
returned for corrections to
the appropriate
department.

al




Purchase Orders

Arkansas Tech University Pag
Purchasing Department

el

* Prior to making a purchase with a vendor, a

requisition must be entered and a purchase order e T

SEND INVOICES TO: Delivery Date: 01113/15

ATU ACCOUNTS PAYABLE REQ Number. R0090739%

created. For questions regarding requisitions and e e A g 78

RUSSELLVILLE. AR 72801-2222
CITY & COUNTY: 2.5%

Vendor No:  T01154011 Ship to: Arkansas Tech University

purchase orders, please contact Purchasing at

624 E. 12th Street’
Maorth Little Rock AR 72114-4302 Browning Hall Rourr;\302
T AV

www.atu.edu/purchasing or 968-0269.

Contact Person & Phone FOB Destination - Prepaid

* Upon receiving goods/services, print purchase =T e T
O r.d e r 1 |amTECH R-1106 1.00L07 205.730 205.73
 Complete bottom right portion of the purchase
order:
* Enter the date goods/services are received
* Mark Final, if order is complete, or Partial, if order o
is incomplete

uuuuuuuuuuu

) E nte r- d ate Of a p p rova I :FCONT 110000-340000-703916-250000-  $333.25 ‘ILE:NDOR.I‘.E:?;E‘ﬁTIDN:
18

* Departmental Supervisor signature is required

ARKANSAS TECH §
UNIVERSITY @
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* Paperclip the following forms together and Contract (special services)
forward to: Accounts Payable, Browning Hall, Quote (if applicable)
3" Floor Invoice

e Signed and approved Purchase Order

* |nvoice

« *Packing Slip

To09

ROOM 302

Arkansas Tech University
Purchasing Department
Young Bidg Suite 101

203 West O Street

Russellville, AR 72801-2222

Phone: (479) 968-0263

Fax:  (479) 9680633

SEND INVDICES TO:

ATU ACCOUNTS PAYABLE
1505 NORTH BOULDER AVENUE

RUSSELLVILLE, AR 72801-2222

Page 1

PO Number: P0036382
lssue Date: 01/06/15
Delivery Date: 01/13/15
REQ Number: R0090739

THE UNIVERSITY IS SUBJECT TO AR SALES TAX.

STATE OF ARKANSAS: 6.5%
CITY & COUNTY: 2.5%

VendorNo:  TO11

54011

Ship to: Arkansas Tech University

k k . . Goddess Praducts, Inc. Cary Wills
L4 Qu Ote (|f app“cable) 674 E. 121h Sireet Controllers Office
North Little Rock AR 72114-4302 Browning Hall Room 302
1505 North Boulder Ave
Russellville AR 72801

e **Contract (special services) T T

Cary Wills (470) 488-5032 ext Terms: Net 30 Days
fem Description Quantiy Unit Gost Total Cost
1 |RRTECE R-1106 1.00107 305.730 305.73

*|f available — forward packing slips with purchase order.

**When applicable — quotes or contracts are required.
However, a quote or contract does not take the place of an
invoice.

TOTAL TRXES:

TOTAL: 333.25
ATTOUTT Co0es
AFCONT 110000-340000-703916-250000- $33325 VENDOR INFORMATION:
[} TO1154011
Phane:
Fax
nnnnnnn
DATERDS RECD FHAS PARTIAL:
DATE AP P ROVED 13
DEPARTMENTAL COPY

UNIVERSITY




-
Non-Purchase Order Check Request

Examples of check requests that do not require a purchase order are:
*  Memberships

e Subscriptions

e Accreditation Fees

* Agency
e Stipends
* Postage

e FedEx or UPS

A Request for Check Form will need to be completed and the following attached:
* Invoice

* |temized receipt (if applicable)

e *Memo (if applicable)

* Contract (if applicable)

*A Purchase Order is required for all standard purchases, with the exception of those listed above. If the purchase order policy has not been followed
for a standard purchase, please contact the Accounts Payable department at 968-0691 or 964-0512 for further instructions.

ARKANSAS TECH §
UNIVERSITY @




Request for Check Instructions

The Request for Check Form must be completed and submitted to Accounts Payable with ATU REQUEST FOR CHECK DATE:
supporting documentation in a timely manner. Incomplete forms will be returned, which will E L E _L,,,D_u g_.l:l - ;I
delay the payment process. Snpﬁ'ﬁrgdncl.mrm:mmx;:mrduhﬁaqnetﬁrMFm\n

I o imeice is avaiable, this form MUST be signed bf the Paf=e and a mema submitied &= docurmentagon

Please make sure that all required areas are filled in or marked appropriately. AGENCY FUND REQUESTS mustbe ubritisdiothe Accounting Oficein BrawringHallRm 312
for verfication. The Accounting CFce will forward the check reguest to Accounts Pafable.
OTHER CHECHK REQUESTS ar= 1o be submittad to Accounts Pafable in Browning Hal, Rm 302,

*  Mark the type of check
*  Check Requested by: Department or Office

Check Reguest=d Bf:

iDapartman of Offcal

. FOAP: Fund, Organization, Account, & Program code for your department. (Account information can be e e e e —
found at www.atu.edu, under Purchasing, Faculty & Staff, Account Code Listing.) e

*  Vendor Number/T Number (Refer to Banner — Self-Service) mrpited b check, . — R.e.ﬁml.xw

i RA number (Remit Address, Refer to Banner — Self-Service)

*  Check Payable To Check Pafable To:

Send Check To Address:

¢ Send Check to Address
. Description of Goods/Services or Reason for Refund
¢ Amount of Check

Check Box for Pickup [ Email Address for Notifications

Description of
Services/Goods OR

*  Requester Signature Reazon for Refund:
*  Approval Signature Aot o Sk ;
. Signature of Payee (required when an invoice is not present, i.e. Stipends) Requested Bf:
[Signature)
. . . Agproved Bf: . -
For Agency check request instructions, please visit the Forms page at www.atu.edu/controller. (Signature. of e diate: Supervisar)

Signature of Paf=e:

(i required. Ses above)

If, for any reason, the check issued is no longer required, please write VOID on the check and
return the check to the Controller’s Office, with an explanation, so that the check can be
cancelled. Please do not shred the check.

Chedes nol matled must be packed up by the payee only.

Fairn ATL-028 [Pitiie] s 2315 Clear Form

UNIVERSITY
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Contract (special services)

* Paperclip the following forms together and Memo (i applicable)

forward to: Accounts Payable, Browning Hall,
3rd Floor Invoice/ltemized Receipt

* Signed and approved Check Request Form B i e I o i e R

Supporting docurnentation MUST be attached to the Request for Check Form
oR
I i imvcice i avalable, thiz forrn MUST b signed b the Pafles and a memo submitied 2 documentaton

® Invoice/ltemized Receipt (all receipts smaller than a

standard sheet of paper should be taped to an 8 %” x 11” sheet of N
paper, please do not staple)

OTHER CHECK REQUESTS are 1o be subrmitt=d 1o Accounts Pafable in Browning Hall, R 302,
*  Memo (if applicable)

Check Requested Bf

(Daparmant o Cifcal

FOAPAL #

* Contract (special services)

Check Pafable To:

Send Check To Address:

Check Box for Pickup |:| Email Address for Notfications

Description of
Services/Goods OR
Reason for Refund:

Amount of Check ]

Requestad Bf:

[Signature)

Approved Bf:

[Signature of Immediate Supendsar)

Signaturs of Pafee:

[Frequir=d. Ses above,

Checks nol mathed must be picked up by the payee anly.

Farm ATU-088 Ravisad Lsm 2015

ARKANSAS TECH
UNIVERSITY @




Accounts Payable Contact Information

For questions regarding the Accounts Payable process please contact us at 968-0691
or 964-0512.

All forms, instructions, and training are located on-line at:
http://www.atu.edu/controller or under on-line forms at www.atu.edu.

Arkansas Tech University

Controller’s Office, Browning Hall, 37 floor
1505 N Boulder Ave

Russellville, AR 72801

ARKANSAS TECH §
UNIVERSITY @
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Agency Account Training

How to Complete an

Agency Check Request Form

ARKANSAS TECH
UNIVERSITY @



Accounts Payable Mission & Information

The primary mission of Accounts Payable is to ensure all payments
processed by the department are done timely, accurately, and in
compliance with the University; along with the federal and state rules and
regulations, with excellent customer service and a commitment to
continuous process improvement.

The following information is in place to assist all Agencies on campus with
detailed instructions on how to complete an Agency Check Request form.

All forms, instructions, and other pertinent information can be found on
the Controller’s web site at http://www.atu.edu/controller/forms.

ARKANSAS TECH i
UNIVERSITY @
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Request for Check Instructions

Please make sure that all required areas are filled
in or marked appropriately.

Mark: Agency Funds

Check Requested by: Department or Office

FOAPAL: Agencies will fill in the Fund & Account only.
Vendor Number/T Number (Refer to Banner — Self-Service)

RA number (Remit Address, Refer to Banner — Self-Service)

Check Payable To

Send Check to Address/or email address for pick-up
Description of Goods/Services

Amount of Check

Requester Signature

Approval Signature (Authorized Personnel Signature —
Agencies/Organizations should maintain a copy of the approved
personnel)

The Request for Check Form must be completed and submitted to the Accounting Office with supporting documentation in a timely
manner. Incomplete forms will be returned, which will delay the payment process. All complete forms will be reviewed by the

Accounting Office for funding availability & forwarded to A/P for processing.
ATU REQUEST FOR CHECK DATE:

Honoara Carre Offcisis Fafunds Elipancs Agery Funds Ofer

Supperting documantaton MUST be atiached to the Request for Check Form
oR
I P imvcic= iz avadabie, thiz formn MUST be signed b the Bafzs and 2 meama submited ax documentaton

AGENCY FUND REQUESTS rrustse submittsdtothe Azcounting Oficzin BrowringHall fm 312
for warification. The Accounting C¥Sce will Sorward the check request to Accounts Pafable.
OTHER CHECK REQUESTS ave 2o be subrittd to Accounts Pafasls in Browning Hal, fm 302

Check Regquestad Bf:

(Dapammen o Gifice)

FOAFAL &  jndex Fund Crganization Accourt Pragram
RA
dor K T Kunnbes Ve A
Check Pafable To:
Send Check To Address:
Check Box for Pickup [_| Email Address for Notificatons
Amount of k 3
Feguest=d Bf:
[Signature)
Approved Bf:
[Signature of Immediaie Supervisar)
Signature of Faf=e:
[Frequired. See above
Checks not mashed must be picked up by the paye anily.
orn AT -8 Faviaed b 215 CIW Fﬂl T

UNIVERSITY
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Supporting Documentation

The following supporting documentation must be attached to the Request for Check form. Please
do not staple documents or forms together.

Acceptable Supporting Documentation Unacceptable Supporting Documentation
* Invoices — listing goods/services * Debit/Credit Card Receipts
* Receipts — listing goods/services * Bank Statements
Hand-written receipts must be signed by e Credit Card Statements

company representative and include the
company name & address on the receipt

* Memos

For donations to other organizations

Receipts should be securely taped to an 8 2 X 11” sheet of paper

ARKANSAS TECH i
UNIVERSITY @




Additional Information

*  Payees may not request or approve their own check
. Checks will be mailed to Payee, unless otherwise noted

— Make a note on the Request for Check form if Payee would prefer to pick-up the check
* Include Payee’s email address. The Disbursing office will email Payee when the check is ready to pick-up
* Checks made out to individuals must be picked up by the Payee only (ID is required)
— Checks made out to vendors that are picked up will have a Receipt of Check Statement attached
* Individual picking up the check must sign out the check
* Vendor must sign Receipt of Check Statement, showing receipt of the check

* Receipt of Check Statement must be returned to the Disbursing office within 5 business days of delivery (Disbursing,
Browning Hall, Room 307)

* IfaVendor does not have a T number, please contact the Purchasing office to set one up before submitting a
request

* Incomplete forms will be returned

* If there are errors on the form or with the back up information, the individual who requested the check will
be contacted via email in order to correct the errors

*  Please allow 3-5 business days to process requests
*  Agency checks are printed on Wednesdays & Fridays only

If, for any reason, the check issued is no longer required, please write VOID on the check and return the check to
the Controller’s Office, with an explanation, so that the check can be cancelled. Please do not shred the check.

UNIVERSITY
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Gifts/Prizes/Awards

All purchases for Gifts/Prizes/Awards must have prior approval from the
Controller’s Office before purchases are made. Please forward the completed
Pre-Approval form to Donna Rankin through campus mail or via email at
drankin@atu.edu.

* For goods over S50, gift cards, or cash, the Gift/Prize/Award Reporting
Form must be filled out by each recipient and submitted with the Request
for Check form.

* Request for checks will not be processed until the correct forms are
received for purchases of stated Gifts/Prizes/Awards.

* Please carefully review all procedures prior to making purchases and
submitting requests.

ARKANSAS TECH i
UNIVERSITY @1
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Agency Contact Information

For questions regarding the Agency check request process, please contact the
Accounting department at 968-0395 or slatus@atu.edu.

All forms, instructions, and training are located on-line at:
http://www.atu.edu/controller or under on-line forms at www.atu.edu.

Arkansas Tech University

Accounting Office, Browning Hall, Room 312
1505 N Boulder Ave

Russellville, AR 72801

Phone: 479-968-0395

email: slatus@atu.edu

ARKANSAS TECH i
UNIVERSITY @1
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Accounts Payable
Direct Deposit Reimbursement Enrollment

The Controller's Office is excited to announce the option for employees to receive
travel reimbursements by direct deposit instead of a check. Simply follow the steps
below to enroll:

1. Logonto ATU’s OneTech portal at https://onetech.atu.edu:

€) © @ nitpsy/umSprodcas atuedu/ca: nPservice=https%3A%2F%2FlumSprod.atu edus2F % 2F portal%2F e || Q seorch *8 OO RBR O3 A O =

UNIVERSITY

[
OneTech Portal

User Name:

a‘ "ARKANSAS TECH

2. Click on "Employee" located on the left-hand navigation menu, and then click on
"Self-Service Banner":

B \ELLE I s 3
B (T | i S PO ansas e e iAo  |[@ s fE OB O & & =

Employee

Arkansas Tech University © Employee

Lo e TE__ TR
My Banner Pay Information Campus Tools s
CaMy Banner Pay Stubs Argos Reporting System '

# Home
Pay Schedule (Documentation)
& Regi ePrint
R TracDat (Documentation)

™ Academics Banner Self-Service

AppXtender Web Access

Self-Service Banner (SSB; Time & Leave Information
$ Tuition & Aid - el Employment Processing
i student Life P Time Reporting/Request Leave Facilities Management Project
— Request Form

& Employee .-_...3t Native Banner Facilities Management Maintenance

Request

Internet Native Banner (INB) Timesheets

& Budget & Finance
Internet-Native Banner (INB) - Large

rkflow Font

S50 Time Sheet
Asst 1309600 Human Tax Documents
Parsomnel Rl W2 Electronic Consent
Manager 350000

W2 and Wage Statement

Job Opportunities
- > Time Shest

ployes 5


https://onetech.atu.edu/
https://onetech.atu.edu:

3. You will be directed to the page below.

ARKANSAS TECH
o}| UnivERSITY
()

Welcome, I —, {0 the OneTech Information System!

e ——
‘Personal Information Student Financial Aid

View physical addresses  Applyfor Admission, Apply for and chieck your
stat

aswellas email address  Register, and View your firancial i
and emergency contact academic records
information.

©2017 Ellucian Company L.P. and its afflates.

RELEASE: 8.8.1

Employee Finance
Create or review financial
documents, budget
information, approvals

Employee information -
Paystubs, W2

SITEMAP

4. Click on the Employee tab located at the top — It should look like the following:

% | Production - Intemet-NatveB.._ % | [ Employee - OneTechTest % | © Employee

@ | hitps/sbtestatu.ed/pl TECHTEST/twlbkowbisP_GenMenuTnome=pmenup_ Mainbnu?p:

x
€

B

N ARKANSAS TECH

g a UNIVERSITY

o -

55 nployee-Onetech
X
o

jeName=pmenu--P_MainMnu__UIDSE

Welcome, Katherine R. Ehemann, to the OneTech Information System!
Home > Employee

Personal Information Alumni and Friends Student

Pay Information
Pay Stub

Time Reporting

Time Reporting/Request
Leave

Access your time reporting and
request leave.

Current Employee Benefits

Travel Reimbursement Direct
Deposit Enrollment

©2017 Ellucian Company LP. and its affilates.

RELEASE:8.13.1

Financial Aid Employee Finance
v Tax Forms ~ Employee Mandatory o

Electronic W2 consent and W2 Training

Statement

Webtime Entry Reports ~ Employment Processing

Student Identification Form
Allows employees to view
detailed student information

Employee Open Enrollment

Comerstone OnDemand
Talent, Learming, and
Performance Management
System

~ Benefits Payed By Tech on
Employee’s Behalf

Supenisor

Leave Balances

Project Request Form
Facilities Management Project
Request Form

Position Review

Online Student ID Request
Form

For current high school students
Tech students enrolled in all
online courses.

SITEMAP

- ™ S



5. Now click on the Travel Reimbursement Direct Deposit Enroliment.

—_— —
5 tomeonten 5 Pradicion- et v | 13 Erloye-Onctech et x| @ frpies & T e o

wBe ¥ # Q- | =
P ARKANSAS TECH e ot | e
1 UNIVERSITY  Sign Out | @ Help

Browse

Welcome, Katherine R. Ehemann, to the OneTech Information System!

€ © @ | ntpssbtest atedlpls TECHTEST/twbkokis ®_GenMent name=bmeru. Meininu_u T

Homs > Employse

Personal Informaiion Alumni and Friends Student Financial Aid Employee Finance Supenisor

Pay Information ~ Tax Forms ~ Employee Mandatory . Leave Balances
2ay Stub Electronic W2 consent and W2 Training
Statement
Time Reporting Viebtime Entry Reports v Employment Processing Project Request Form

Faciities Management Project
Request Form

Time i Student Idenlfication Form  Employee Open Enrollment  Position Review
Leave Allows employees to view
Access yourtime reporting and | detailed student information
equest leave.
Current Employee Benefits Comerstone OnDemand v Benefits Payed By Tech on Online Student ID Request
Talent, Learning, and Employee's Behalf Form
Performance Management For current high school students
System and Tech students enrolled in all
online courses.
©2017 EMucian Company LP. and its affilates.
RELEASE: 8.13.1 STEMAP

6. The yellow message bar displays your current direct deposit enrollment. To enroll in
direct deposits for Accounts Payable employee travel reimbursements, choose one
of the accounts listed and Submit.

If you do not have an active direct deposit account listed or you would like AP travel
reimbursements to go to a new account, you will need to enroll by completing the
form located at http://www.atu.edu/controller/forms

"ARKANSAS TECH

UNIVERSITY & Sign Out | @ Help

Student Financial Aid Finance
Travel Reimbursement Direct Deposit Enroliment

Home = Employee = Travel Reimbursement Direct Deposit Enroliment

Travel Reimbursement Direct Deposit Enroliment

If you are currently enrolled in direct deposit for Payroll, you can now elect to receive fravel reimbursement via direct deposit using this portal. Simply select the account of your choosing from the list below
IMPORTANT

o Ifyou are NOT currently enrolled in direct deposit for payroll, please select the A/P Direct Deposit Authorization form link and follow the instructions
s If you ARE currently enrolled in direct deposit for payroll, BUT would like to use a different account than those listed below, please select the AP Direct Deposit Authorization form link and follow the instructions.

If you have any questions. please contact the Controller's Office at 968-0307

© You are currently enrolled in direct deposit for Payroll. If you wish to receive travel reimbursements to a different account, please fill out the AP/Travel Direct Deposit Authorization Form and return it to
Accounts Payable.

) 1, | wish to elect into receiving travel reimbursements via direct deposit into my account ending in ***

® 1, wish to elect into receiving travel reimbursements via direct deposit into my account ending in ***

@1 wish to elect into receiving travel reimbursements via direct deposit into my account ending in ***




7. After submitting, the screen will show your current enroliment in the yellow
message bar. This completes your enrollment through the OneTech Portal.

If you didn't choose one of the listed accounts and are required to complete
the form, please return the completed form and a voided check to Accounts
Payble.

"ARKANSAS TECH

UNIVERSITY

J Browse |
= E—
Personal Information Alumni and Friends Student Financial Aid Employes Finance \" d.a page

Travel Reimbursement Direct Deposit Enroliment

Home > Employee > Travel Reimbursement Direct Deposit Enroliment

Travel Reimbursement Direct Deposit Enroliment

If you are currently enrolied in direct deposit for Payroll, you can now elect to receive travel reimburssment via direct deposit using this portal. Simply select the account of your choosing from the list below.

IMPORTANT

« If you are NOT currently enrolled in direct deposit for payroll, please select the A/P Direct Deposit Authorization form link and follow the instructions.
« If you ARE currently enrolled in direct deposit for payroll, BUT would like to use a difierent account than those listed below, please select the A/P Direct Deposit Authorization form link and follow the instructions.

If you have any questions, please contact the Controller's Office at 968-0307

© You are currently enrolled in direct deposit for travel reimbursements. You may choose to opt-out from receving travel reimbursements via direct deposit below.

] I:wlsh to opt-out from receiving travel reimbursements via direct deposit into my account ending in ***



Administrative
Service & The
Office of Events

INVENTORY, MEAL PLANS, EVENTS MANAGEMENT




Who are Weee

» Missy Hubbard - Oversee our Department

» Lena Couch - Fiscal Support Specialist

» Rachel Broussard — Special Event Coordinator

» Satya Batchu — Upcoming GA for Office of Events

» hittps://www.atu.edu/adminservices/index.php



https://www.atu.edu/adminservices/index.php

INVENTORY

TRACKING, TAGGING, REMOVAL, TRANSFER, REPURPOSE, 16™ STREET
WAREHOUSE



The goals for the Inventory Manager
include:

1. Provide a means of collecting, storing, updating,
and retrieving equipment inventory information.

2. Provide departments with accurate and timely
information concerning equipment under their
confrol.

3. Maintain database for calculating and
documenting equipment placement by building
and room.

4. Comply with inventory management principals
governed by the University and state of Arkansas
guidelines.



Provide data for capitalization and depreciation
entries for the University's general ledger.

Record and reconcile the results of the annual
equipment audit as received from the
University’s departments.

. Timely process departmentally prepared internal
transfer, infer-departmental transfer, property
removal, property storage, and technical
removal forms.

. Comply with all disposition and transfer
regulations established by the State of Arkansas
Department of Finance and Administration,
Division of Marketing and Redistribution.



What is Inventorye

» These items will be tagged and entered into the University's inventory
database:

» Capital Assets
» Non-Capital Assets

» Non-Capital, High-Risk Assets: costing between $500
and $999.99

» All other assets



CAPITAL ASSETS

Capital Assets: Any movable property valued at $5000 and
above -

All Capital Assets will receive a Inventory tag.

Capital Assets are subject to annual State Audits

Administrative Services is responsible for tagging Capital Assets,
however the Controllers Office tracks the property in Assetworks.



Non-Capital Assets

» Non-Capital Assets: Any movable property valued between $1000 and
$4999.*

» Administrative Services tags and tracks all Non-Capital Assets
» Non-Capital Assets will receive a ATU Property tag



Non-Capital, High-
Risk Assets

costing between $500 and
$999.99 *



All other assets

These assets will not be tagged or entered into
the University’'s database. However, these items
are still considered State Property and cannot
be disposed of without following Arkansas Tech
University’s guidelines for disposal of property



DISPOSAL OFSIFESIERSE@IEER ] Y !

» YOU CANNOT throw away any State property
» Please complete the appropriate forms for removal

» We must get permission from M&& (State of Arkansas) to dispose or
sell any State property.

» It is vital that all individuals follow this policy!



Tagging University Property

» The inifial process of placing an item on the inventory system begins when a
Purchase Order is received by the Inventory Manager in the Department of
Administrative Services. From this PO the item will immediately be assigned
an official university property tag and pertinent information will be entered
into Assetworks. It is the Departmental Inventory Specialist responsibility to
notify the Inventory Manager when the equipment has been received so
the proper inventory tag may be placed on the item. At this point the
Inventory Manager will note the location and serial number of the item in
Assetworks. Any movement after this point must be communicated to the
Inventory Manager so the information in Assetworks may be updated.

» ¥ A special note concerning computers as they pose a unique challenge.
Computer systems are purchased as a “bundle” on a single PO. A CPU,
monitor, keyboard, and mouse are considered part of the bundle. For
administrative purposes, the CPU will be tagged and tracked as the main
unit of the microcomputer system. As such, the CPU only is considered
complete and tracked in Assetworks.



Your Role with Inventory

YOU are the DEPARTMENTAL INVENTORY SPECIALIST!!! YAY YOU!!
SORRY THERE IS NO EXTRA COMPENSATION FOR THIS ROLE! ;)

The Departmental Inventory Specialist will be responsible for the day-
to-day inventory processed within the department and will serve as the
contact person to the Inventory Manager in the Department of
Administrative Services. The coordinator must be a full-time employee
and may not be a student.

Your role

To work with our Office to identify/tag/remove any State of
Arkansas property that is in your department



To track all departmental Inventory — Capital and Non-Capital
Assets in your department and nofify the Inventory Manager of
any  changes in your Inventory.

*Assist with yearly State Audits. Locating and identifying
requested Capital Assets

Account for and refurn the yearly Inventory in a tfimely manner
with any additions and/or deletions



STATE AUDITORS

On campus Mid August — Mid to End of October
Random list of Capital Assets

We must find and identify these items

They must have an ATU issued Inventory tag

Y VvV VvV VYV

If we cannot locate the requested item — it results in a comment on
the audit and that is what we strive to NOT happen.



16™ STREET
WAREROUSE!!!






Budget Office

RCB Room 406
Phone: 964-0821

https://www.atu.edu/budget/




WHO WE ARE

» The Budget Team
» Sandra Cheffer, Director of Budget
Matt Fraser, Assistant Budget Director
Karen Alexander, Coordinator of Grants Management
Lou Ann Reeves, Business Manager
Becky Summey, Budget Specialist

» Thomas Walker, Restricted Fund Accountant

» Responsible for: budget development, allocation and oversight,
financial planning, grant and special projects management (restricted
funds accounting), financial reporting

» Goal: to ensure funds availability and proper handling of funds in
compliance with budget, state, federal guidelines and laws




GRANTS & SPECIAL PROJECTS

» Overview of E&G and Restricted Funds
» SPUI and Budget Grant roles
» SPUI
» Budget
Expenditure alignment with grant guidelines
Time and Effort reports

>
>
» P-card purchases
» Matching

>

Indirect Cost




BUDGET ALLOCATION AND OVERSIGHT

» FOAPAL
» F: Fund - Russellville, Ozark, Grant, Camp, Restricted
» O: Organization - Department
» A: Account - Expense category
» P: Program - Activity
» Budget transfer
» Paper form available on website
» Work Flow
» Budget transfer vs. recode of expense
» Transfer - before expense occurs
» Recode - after expense has occurred




NEW TOOLS!!

» One Tech Financial Advisor Dashboard
» Excel Budget and Payroll Spreadsheet




Financial Advisor Dashboard

§ Budget & Finance - OneTe., % | +

Arkansas Tech University Budget & Finance

¥R L. S
Financial Advisor % Regs and POs
Preferences v Create a Requisition
$400,000 Create a Purchase Order
$375,000 3 ;
. Check Available Balance

$350,000
$325 000
$300,000
5275000
$250.000 B Approval Alerts
$225 000 ‘You have no documents pending approval
$200,000 ;
$176.000 5
150,000 ]
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§75,000 A
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FUTURE TRAINING SESSIONS

» College Work Study
» August 16 in RPL 331
» 9:30-11:00 and 2:30-4:00
» Self-Service Budget Viewing
» October 30 in RPL 331
» 9:00 and 2:00




Facilities Management
Motor Pool

2505 Red Hill Lane

Dona Kirkpatrick 968-0317

Website: www.atu.edu/facilities

ARIKANSAS TECH
UNIVERSITY @



Must be on
CDL List

[ 1-Motor Coach Bus that holds 56 Passengers plus driver

$2.75 per mile
This covers mileage, gas, and driver

2-Mini Buses that holds 28 Passengers plus driver

.70 per mile

3-Passenger Vans that holds 11 passengers plus driver

Starting fee of $50.00

5-Cars that holds a total of 5 Passengers
44 per mile

ARKANSAS TECH
UNIVERSITY

On Overnight stays the
Department/Agency is
responsible for lodging
and meals for Bus Drivers

Must be 21 years old
to drive Motor Pool
Vans or Cars

A



Fuel Cards that can be used when going over 100 miles using Motor Pool
Vehicles or Rental Cars from Enterprise.

STEPS to use a WEX Fuel Card

Need a WEX Fuel Card ID Number
Call Motor Pool and give first and last name and T number
Need at least 2 days prior to travel for activation on Fuel Card prior to travel date.

ARKANSAS TECH
UNIVERSITY @1



Steps to Reserve a Motor Pool Vehicle

STEP 1
You must call to make reservations for any Motor Pool vehicle
Dona Kirkpatrick at 479-968-0317 or 968-0261
dkirkpatrick@atu.edu

Need at least
24 hr. Notice

STEP 2
Submit a Requisition to the Travel Office including the following information:

Who (Driver) What (Vehicle) When (Date) Where (Location) Why (Reason)

NO Purchase Order,
NO Travel

ARIKANSAS TECH .
UNIVERSITY @


mailto:dkirkpatrick@atu.edu

Rules to Remember

== All University vehicles are to be used for official business only and not used for personal use.

== (Occupants are strictly limited to faculty, staff, current ATU students and individuals registered with an official University event which is
limited to camps and conferences. Friends and family may not accompany passengers on the van if they are not a member of one of these

groups.
- Scat belts must be worn at all times by the driver and passengers when accessible.

=== N0 smoking is allowed in University vehicles.

=== The use of a handheld wireless telephone while operating a motor vehicle is prohibited

=== CDL Drivers will be paid $10.49 per hour, on-duty behind the wheel of the bus or Monitoring (setting on bus), otherwise

considered off-duty.
== Traffic violations must be reported to the driver's supervisor within 24 hours of the occurrence, or by the following

business day.

ARIKARNSAS TECH -
UNIVERSITY @




VEHICLE ASSIGNMENT
Assigned To: Date: Vehicle #
Beginning Odometer Reading Ending Odometer Reading
Date Returned Signature of Driver

*** PLEASE PARK VEHICLE AT FACILITIES MANAGEMENT PARKING LOT UPON RETURN***
Please complete this form and turn in with keys, WEX credit card and receipts for fuel.

The driver is responsible for removing all trash from vehicle.

Vehicle repairs needed:
Completed by Motor Pool

Total Miles Charged Rate Amount

THE DRIVER IS RESPONSIBLE FOR BREAKDOWNS ON THE ROAD OR AFTER HOURS
PLEASE READ THE INFORMATION ON THE BACK

ARKANSAS TECH z
UNIVERSITY @



BREAKDOWN INFORMATION:

Monday through Friday 7:00 am to 5:00 pm, call 479-968-0317 to report a breakdown.

. The Motor Pool is not able to provide Roadside Assistance outside of Pope County and/or
outside the normal working hours listed above. Do not plan on a replacement vehicle from the
motor pool, they are usually not available.

3. HAVE A BACKUP PLAN IN THE EVENT OF A BREAKDOWN. THE LISTED DRIVER IS

RESPONSIBLE FOR HANDLING BREAKDOWNS.

4. The WEX card may be used for repairs if the vendor accepts WEX. Be sure to obtain an itemized

receipt.

5. Ifyou decide to leave the vehicle, remove the keys, all personal belongings, and lock the vehicle.

6. If the vehicle is towed, report the location of the vehicle to the Motor Pool as quickly as possible.

N =

ARIKARNSAS TECH e
UNIVERSITY @



7226
zec

Dona Kirkpatrick
Fiscal Support Specialist for MotorPool
dkirkpatrick@atu.edu 968-0317

ARKANSAS TECH -
UNIVERSITY @
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Hiring Process:
Student Workers, GA's, and
Extra Labor positions

Presented by Human Resources




Overview

» Student Employment Procedures
» Request Forms

» Background Checks (If student needs system access)

» Required as part of the Student Employment Handbook

» Personnel Packets

» Terminations




Student Employment Procedures

» When a department offers a student a job
» Supervisor will prepare a “Request/Assignment for Student Employment”

» Supervisor will send new student worker to Human Resources on or before their
first day of work, with appropriate IDs for the |-9 form and a voided check for the
direct deposit form.

» If student needs system access, supervisor submits the background request
through Self-Service Banner

» Takes about one week to complete

» Good for one year

» Requests received after the 22nd of each month may not be processed until
the following month

» Make a copy of the Request form and keep for departmental records and for
later termination of assighment.




Student Employment Procedures Cont.

» We will provide student with an employment packet which contains:
» Personnel Data Event Form
» 1-9 Form
» State & Federal Tax Forms
» Drug Free Workplace acknowledgement

» Selective Service and Disclosure Forms

» Once a student has completed the packet, we will review the packet and IDs
for completion. If there is any missing information, the department will be
notified and student may not be eligible to begin work.




Request Forms

» Request forms are completed as such:
» Spring: January - May
» Summer I: June only
» Summer Il: July only
» Fall: August - December
» Student workers are not to exceed 28 hours per week.

» If a student works in more than one department, it is the responsibility of the
student to divide the hours accordingly so as not to exceed the 28 hour limit.

» International Students cannot work more than 20 hours per week during the
school year.

» Financial Aid can advise if students are eligible for college work-study funds.

» The Budget Office can provide index code and Banner position number.




Request Forms Cont.

Request forms MUST have all
required signatures BEFORE they
can be processed.

- Graduate College approval, if
student is also a GA.

VP of Admin & Finance approval for
special pay rates.

Senior Service Fellowships must be
signed off by the VP of Academic
Affairs.

Request forms must have
Supervisor’s and Department Head/
Dean’s signature

Requested earnings, work-study or
non work-study, must match Banner
Position #

Work-Study: Begins with C
Non Work-Study: Begins with N

Arkansas Tech University
Request/Assignment for Student Employment

Last Name: First Name: M:
Té: Estimated hours worked per week:
*Work-Study Requested Eamings: $ “Non Work-Study Requested Eamings: $
A STUDENT WORKER'S COMBINED HOURS FOR: THE UNIVERSITY MAY NOT EXCEED 28 HOURS PER WEEK, **

¢ |5 this person employed in any other position for the University? [ Yes L] Mo

If yes, what department:
s |5 this person enrolled in the Graduate College Program? L] Yes L No
* |5 this person on & Graduate Assistantship? [ Yes [ Mo

If yes, he/she will need to contact the Graduate Office for approval prior to working (signature bedow).

Graduate College Approval:

First day of work for pay: Last day of work for pay:

*Others §: (Special Rate) Signature (V.P. Admin/Finance):

* 5.5. FELLOWSHIP ($10.25) ** SIGNATURE (V.P. ACADEMIC AFFAIRS):

Budget Name: Index Code: Banner Position #:
Building/Room #: Supervisor/Electronic Timesheet Approver:
Supervisor phone #: Assignment Notification Email Address:

Purpose of Job & Qualifications:

Duties & Responsibilities:

*** DEPARTMENT HEADS ARE RESPONSIBLE FOR ALL EXPENDITURES MADE FROM THEIR BUDGETS. DEPARTMENT HEADS WILL BE GWEN ACCESS TO VIEW ALL STUDENT LABOR
TMESHEETS THAT ARE PAID FROM POSITIONS WITHIN THEIR BUDGET. ™

Designated Supervisor's Printed Name =~ Department Head or Dean's Printed Name - (Required)

Designated Supervisor's Signature Department Head or Dean's Signature - (Required)




-9 Form

» It’s the LAW!

» U.S. employers are required by law to verify the employment authorization of
all workers they hire.

» The I-9 form must be completed by the first day of work.

» Employers who hire or continue to employ individuals knowing that they are
not authorized to be employed in the U.S. or who fail to comply with
employment authorization verification requirements, may face civil, and in
some cases, criminal penalties including fines:




e ————————————————————————————————
LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

-9 Form Cont.

Employees may present cne selection from List &
or a combination of one selection from Lizt B and one selection from List C.

LIST A LISTB LISTC

- Must be original forms of el B
identification

Documents that Establish
Employment Authorization

Driver's license or |0 card issued by a 1. A Social Security Account Number
State or outlying possession of the card, unless the card includes one of
United States provided it contains a the following restrictions:

photograph or information such as {1) NOT VALID FOR EMPLOYMENT

name, date of birth, gender, height, eye

Foreign passport that contains a color. and address (2) VALID FOR WORK ORLY WITH
temporary 1-551 stamp or temporary : INS AUTHORIZATION
551 ori - - .
:;a_t:aﬂ[;nit::n?u::::;:: a machine- ID card issued by f_el:leral, stla.te or local {3) VALID FOR WORK ONLY WITH

g guve.rnmﬁtnt agencies or entities, OHS AUTHORIZATION

— provided it contains a photograph or

Employment Autharization Document information such as name, date of birth, | 2. Certification of report of birth issued
that contains a photograph (Form gender, height, eye color, and address by the Department of State (Forms

- Cannot specify what to bring

- Employee will have three
business days from hire date
to provide identification

I-766) D5 0, FS-545, FS-240)

3. School ID carfd with a photograph . } -
For a nonimmigrant alien authorized 3. Original or certified copy of birth

to work for a specific employer
because of his or her status:

4. Voter's registrafion card certificate issued by a State,
county, municipal authority, or
5. U.5. Military card or draft record territory of the United States

a. Foreign passport; and bearing an official seal

b. Form -84 or Form |-94A that has B ”'"'ta“" dependents ID card

the following:

(1) The same name as the passport;

and

{2) An endorsement of the alien's
nonimmigrant status as long as
that period of endorsement has
not yet expired and the
proposed employment is not in
conflict with any restrictions or

limitations identified on the form.

Passport from the Federated States of
Micronesia (FSM) or the Republic of
the Marshall Islands (RMI) with Form
I-84 or Form |-84A indicating
nonimmigrant admission under the
Compact of Free Associafion Between
the United States and the FSM or RMI

T U.5. Coast Guard Merchant Mariner 4. Native American tribal document
Card

E Mative hmenr.'.an fribal document

8. Driver's license issued by a Canadian
government authority

For persons under age 18 who are
unable to present a document
listed above:

10. School record or report card

11. Chinic, doctor, or hospital record

12. Day-care or nursery school record

6. Identification Card for Use of

Resident Citizen in the United
States (Form I-178)

T. Employment authorization

document issued by the
Department of Homeland Security




Terminations

» Complete Part Il at the bottom of the Request/Assighment for Student Employment
form and send it to Human Resources.

» Termination forms must be submitted for all student workers.

» Please specify the termination reason when completing the form.
Examples: graduated, resigned, been terminated, or end of assignment.

» Why terminations are very important.
» We must ensure that all computer access is terminated for that employee.

» We also use this information in the case of employment verifications.

» For this reason it is important that the termination date be the last day worked

THIS SECTION MUST EE COMPLETED IF THE STUDENT IS NO LONGER EMPLOYED IN YOUR DEFARTMENT.
=== If your department is anticipating the student to return the next semester, do not complete this section. ***

PART Il TERMINATION OF ASSIGNMENT

Please terminate this assignment effective (physical last day of work):
Termination of employment: Reason-
Supervisor's Signature:

June 6, 2018- Student labor/forms/Student Employment Reguest




Terminations Cont.

» Once terminated in the system, students will not have access to retrieve their
electronic W-2. If they have selected the electronic consent, they will want
to “uncheck” this box before they leave.

» To ensure that they receive their W-2 for the following year, students will also
need to update their mailing address online once they have been terminated
and/or moving.

» Students will need to contact the Payroll office if they fail to update their
address.




Failure to Follow Procedures

If HR is not notified, either by the hiring department or if the student fails to complete their
paperwork, there are consequences that can affect both the student and the department

Department Students
» Out of compliance with federal law » Will not be paid on time.
» HR Director will be notified of the » Students will have to wait until the
department in question next pay cycle to receive payment.
» Department is responsible for » Ablue timesheet will need to be
making sure student submits blue submitted to the Payroll office
almieEinere » Student is not allowed to work any
» Department is not allowed to let additional hours, until all
the student work any additional paperwork is completed.

hours until student’s paperwork is
completed.




What to do to hire an Extra Labor Employee

Contact Michelle Bishop in the HR office for an appropriate title and rate of pay
for the position

HR can advertise the position under Extra Labor Opportunities

If you have a person in mind for the job have them submit an online application
HR will review the application to make sure they meet minimum requirements
Once it is approved, submit the Pre-Employment Screening request for the
individual

When person has a clear background check, then submit the Extra Labor request
form for each quarter they will work

Employee will need to come to HR office to fill out Employment packet

Must bring the appropriate ID’s for the I-9 form

Must also bring voided check for Direct Deposit

Once paperwork is complete, employee can begin work

Employee cannot work over 28 hours per week




Payroll Time Sheet Procedures

 Employees

— Deadlines (submit two working days after
pay period ends)

—Don’t wait until the last minute

— Enter hours as worked (daily if possible)




Time Sheet Proc

"« Employees, cont.

— Must account for 40 hours from Sunday to
Saturday

— At least eight hours per day

— Always enter every hour actually worked
(anything over 8 hours is comp time and should
be reflected on the timesheet as well as a comp
request form)

— Leave should be requested as soon as needed
(unless using sick time)

L] ARKANSAS TECHE
UNIVERSITY




Sheet P’ures

. Superwsors (full-time)

e

— Deadlines (approve four working days after pay
period ends)

— Don’t wait until the last minute

— Leave should be approved as soon as possible
after requested




.Meet Pvures

- Supervisors (full-time), cont.

— Make sure timesheet is complete (must check for 40
hours per week before approving)

— All leave must be taken in quarter hour increments
— Approve leave then wait a day for it to process

— Leave Credits (only required when leave has hit the
I ENEER)




Time Sheet Procedures

* Supervisors (part-time)

— Student workers and Extra Labor timesheets should
always account for actual hours worked

— Student workers and Extra Labor timesheets are due to
be submitted by the employee by the second working
day following the pay period and due to be approved by
the fourth working day following the pay period (same
as all other timesheets)

— Student and Extra Labor hours should always be entered
in quarter hour increments




Time Sheet Procedures

* Supervisors (part-time), cont.

— To ensure timely processing please submit
Student and Extra Labor requests to HR by
the 23" of the month proceeding the start
date of the employee

— Only one approver required for timesheet if
Department Head designates approver on
request




Time Sheet Procedures

« Common Mistakes

— Waiting until after the deadline to submit (locked out of
timesheet)

— Copying hours on time sheets when using other leave
— Hitting the submit button twice can cause errors

— Submitting a leave credit when you can still cancel the
leave

— Timesheets always go to Payroll
— Requests always go to Human Resources

- ARKAMSAS TEC

r,-' LUMNIVERSITY



Focus on Finance 2019

Procurement Session
Arkansas Tech University



Business Services

./

Staff Members

Jessica Holloway-Director
Jennifer \Warren-Assistant Director

Procurement and Risk Management Services Travel Services
DeAnna Kile-Procurement Manager Cindy Pratt-Travel Administrator
Cindy Hubbard-Senior Buyer Brooklyn Meeks-Travel Coordinator

Tammy Rye-Contracts Coordinator

Kristi Higgs-Procurement Specialist

Contact Information Contact Information
479968.0269 479.356.2069 or ext. 3558
purchasing@atu.edu travel@atu.edu

Travel session scheduled for 10:50 a.m.

RCB 435.




Session Overview

* Procurement Services-who we are and what we do
= Ethics

= Procurement process

= Data entry standards for requisitions

» P-card

= Promotional items and giveaways

= Electronic requisition approval process

= State contracts

= Contracts and agreements



Procurement and Risk Management Services

= Staff of procurement professionals who have the knowledge,
skills, and training to assist University personnel in the
purchase of required goods and services.

» This expertise insures that procurement decisions are made
in the best interest of the University and in compliance with
the State of Arkansas procurement law and University
policies.

= Support the educational and research missions of the
University.

= Manage insurance coverage for the University.



Procurement and Risk Management Services

Areas of Responsibility

« Construction procurement/projects-releasing bids and issuing
purchase orders
« Contract management
« P-Card program-training and auditing for compliance
 Post office
* Property and other insurance coverages and facilitate claims
requests
« Purchases made using operating funds and grants
=Office of Advancement handles purchases using Foundation funds.
=Agency purchases are requested through the Accounting Office.
« Revenue generating contracts (food service, bookstore, and vending)




ATU is an institution of the State of Arkansas.

As public employees our employment is a public trust and must be
executed in such a manner to foster public confidence.

* Any attempt to realize personal gain through public employment by
conduct inconsistent with the proper discharge of the employee’s duties
is a breach of public trust. —Ark. Code Ann. §19-11-704(a)

« Personal gain include financial gains by any member of an employee'’s
family.

« All funds received under the University umbrella should be reported
directly to the Controller’s Office immediately.

— New grant funds, student organization dues, rebates, or refunds. All checks must be
made out to Arkansas Tech and not to an individual.




Ethics Breech

A vendor providing an ATU employee anything of value at no cost or
substantially below market value even if that vendor is not currently
participating in a solicitation.

Examples include
* Meals, equipment, clothing, vehicles, and event tickets.
* Any attempt to circumvent the bidding process.

Please note: Product samples or sponsored meetings (i.e. conferences or
trade shows) are permissible but must not allow for individual gain.

If you aren’t comfortable with it being in the
headlines, don’t do it!




Procurement Process-Purchase Order

Department realizes a
need.

Requisition completes
approval process and lands
in Procurement for
processing.

Good is received or service
is performed.

Research is done to
determine how to meet
the need. Procurement is o
great resource for this!

New Vendor Request

Procurement evaluates the
requisition for compliance.

Department signs
departmental purchase
order and forwards to
Accounts Payable.

Department enters
requisition to reserve funds
for purchase.

Procurement converts
requisition to a purchase
order and submits to
vendor. Reguestor receives
departmental copy of PO.

Payment is issued to
vendor.

Don’t commit to buying anything unless you have a PO or P-card in hand.
Don't sign any agreements or contracts.
This is for your protection!



https://www.atu.edu/purchasing/new-vendor-request-form.php

Data Entry Standards-Requisitions

Information entered should be clear, concise,
and complete.

No commodity codes for procurement
requisitions-only for travel.

Do not use symbols such as @, #, %, &, /, or _.

Do not copy and paste as often Banner
cannot interpret this text.

Use mixed case letters-not all lowercase or
ALL CAPS.

Document Text should pertain to the entire
document. A quote number is a good
example.

Item Text should pertain to that specific

line item. Information that does not fit in the
description-make, model, color, etc..

Important as these are now
seen by approvers before
moving to Procurement.




Procurement Card (P—Card)

~ ———

« P-Card is a state-sponsored Visa credit card utilized for small dollar
amount purchases.

* Requires agreement be signed by employee, Dean, and V.P. and
employee is solely responsible for compliance when using the card.

« Card is reconciled by the cardholder once monthly by submitting a
P-Card log and original receipts.

« Training is offered after agreement has been submitted to
Procurement Services.

P-Card and T-Card sessions are available at 2 p.m. in RCB 435.




./

Promotional Items and Giveaways

Approval is a must from the Controller if given to faculty,
staff, or students!
= Anything w/Tech logo also must be approved through

MARCOMM
= Awards
= Plaques

= Promotional items (Swag)
=  T-shirts (must be approved through MARCOMM and
bid) and don’t forget to enter a requisition.

Approval form must be turned in
with P-Card log or requisition.




Electronic Requisition Approvals

./

l \

Requisition approval process facilitated through existing Banner software.
Replaces the current process with standardized approvals throughout all
departments. Approvers will now see requisitions before Procurement or
Travel. Need more than one requisition for a purchase? Include “Page #” or
“1/2, 2/2, etc” in document text.

Currently applies only to requisitions. Procurement and Travel will continue
to evaluate requisitions for compliance.

Two roles exist-approver and initiator. Security prevents one person from
being in both roles.

Approver Training Sessions are available at 9:40 a.m. in RCB 446
Initiator Training Sessions are available at 2 p.m. in RCB 446




State and Co

These contracts offer discounted pricing
from quality vendors and our participation
supports cost saving opportunities for all
AR state agencies. Complete list is
available online.

Staples Advantage-Office supplies (min
$35 for online ordering)

ASU Printing-letterhead and two color
envelopes

Printing Papers-paper (min $500) and
black/white envelopes

Target Printing-business cards
Dell and Apple

Amazon Business-Various items, no
office supplies.

ontracts

Volume discount pricing is available
through our participation as an
educational institution.

B and H Photo

CDW-G
. Technology
Connection equipment

Claridge-white boards




Contracts and Agre'ements

S

Requestor com pletes requisition, contract cover sheet, and submits
hardware/software application [if applicable),

‘T\/

Reguestor forwards contract along with completed and signed coversheet to
purchasingi@atu.edu.

Procurement Services review s requisition and contract to determine if bid is required.
If so, then requestor is contacted for additional inform ation,

7

7

When all procurement requirements have bheen met and OIS evaluation [if applicable)

has been received Procurement Services will forward contract to the University
Counsel far review.

‘T\/

After review ed contract is signed by both the vendor and the University, a purchase
order isissued and sent to the vendor,

Enter "Contract to
follow” on
requisition

Cover sheet must be
signed by the
requestor and VP
Send all contracts
with cover sheet to
Tammy Rye at
purchasing@atu.edu
Be sure to include
vendor’s email
address.



mailto:purchasing@atu.edu

Contract Approval Cover Sheet

Please complete entire
document.

Requestor and VP signatures
are required.

Missing information will
impede the process.

You may check with Tammy
Rye (trye@atu.edu) in
Procurement for contract
status updates.

Contract Approval Cover Sheet

Office of University Counsel, Administration Building Room 212

Complete and attach this cover sheet to all contracts, agreements, and memorandums of understanding (MOU) prior ta
submission. Controcts should be submitted no less than 14 days prior to the dote needed.
If purchasing goods or services this contract MUST be reviewed by Procurement.
If purchasing goods or services: Email this cover sheet along with your contract to purchasing@atu. edu.
If NOT purchasing goods or services: Email this cover sheet along with your contract to weondley@otu. edu.

Submitted By: |Date Submitted:

Department:
Phone #: |Date you received contract:

1.For purchase of goods or services, please provide the requisition # or notate the source of the funds.

# or Other (Agency or F
2. Type of Agreement: |:|New Agreement Medification of Existing Renewal of existing
e ETEEMENT agreement

3. Vendor Name:

4. Contract Terms: 5 Start Date: End Date:

5. Briefly explain the purpose of the contract/agreement.

6. Will this contract require the Vendor to possess data about students or employees? If yes, please explain.

7. If submitted less than 14 days prior to date needed, explzain nature of emergency.

General Information

* Any purchase over 520,000 must be bid.

= Arkansas Tech University will not agree:
1. That the contract is to be governed by the laws of any state other than the State of Arkansas.
2. To indemnify the other party to the contract.
3. To jurisdiction in a state other than the State of Arkansas.

= This contract will be reviewed with the assumption that all bidding, publication and notice procedures required under
Arkansas law have been followed. If these procedures have not been followed, you should not pursue this contract until
full compliance with all Arkansas procurement laws have been achieved. In addition, mo opinion is rendered regarding
the economic feasibility of the terms of the contract or the advisability of the venture as a whole.

* It is the responsibility of the department to contact the vendor regarding any necessary revisions.

= Any revised language or additional changes the vendor makes to the contract/zgreement must be resubmitted to the
Office of University Counsel for review.

* ALL contract/agreements must be signed by the President or Vice President for Administration and Finance or

the President or Vice President for Admini ion and Finance's

| confirm that the contract/agreement is complete and includes all exhibits, attachments, and pages.

Signature: Date:

Contract Approved by Vice President: Date:




Onllne Resources

WWW.atu.ec u/purchasing

Explore ATU Campuses Future Students Current Students Parents & F

* Announcements

FACULTY & STAFF RESOURCES  Bimonthly
newsletter

GENERAL FORMS P-CARD ID « Faculty and Staff
® Online Ordering Reguest Form (we will get you set up with e How do [ apply for a
Office Depot, Staples Advantage and Amazon Business) ® US Bank Access Dh Re S O u rC e S Pa g e

e Office Depot portal/login password info e Dispute Form
® Staples Advantage Registration e P-card application/I

 Staples Advantage Buy online/Pickup in Store e Manual () FO rm S a n d
® Staples Advantage Returns/Missing Iltems ® Training Slide Prese
® | need to enter a requisition, but the vendor doesn't havea T ® Missing Receipt © o
number. What do | do? ® Order Request Forr g u I d e I I n e S
® Request for New Vendor ® Online Registration
& Request for New/Corrected Address e Pocket Guide ° T N = I
® Arkansas Claims Commission e Transaction Log Ins ra I n I n g m a n u a S
® Camp Insurance Claim Form ® Transaction Log

i » Step-by-step
requisition entry
BUSINESS CARDS & MANUALS video and others



https://www.atu.edu/purchasing

Take Away

Procurement and Travel Services is here to help you meet departmental
needs within State and University guidelines.

We are all subject to behaving ethically in our job duties.

The procurement process is in place to ensure that needs are meet in an
efficient and responsible way.

Requisitions must be entered clearly, concisely, and completely to allow
for proper evaluation and processing.

P-Cards exist for low dollar amount purchases and an additional session is
available at 2 p.m. each day in RCB 435.

Promos and giveaways require Controller's Office approval.

Electronic requisition approvals are in place and additional sessions are
available. Approver-9:40 a.m. RCB 446 and Initiator-2 p.m. RCB 446.
State and Cooperative Contracts are available for discounted pricing.
Contracts and agreements must be sent to purchasing with complete
coversheet for evaluation.

Online resources are available at www.atu.edu/purchasing website.




Special Thanks!

chartwells 1

— @ Advantage
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Travel Services

Young Building
Suite 102

https://www.atu.edu/travel/

Cindy Pratt
&
Brooklyn Meeks



https://www.atu.edu/travel/

@

@

®

@

Requisitions

Information Needed

Who?- The Traveler

¢ Ex. Cindy Pratt
What?- What’s Taking Place

¢ Annual Travel Conference
When?- What Date

& August 18, 2019 — August 25, 2019
Where?- Location of Travel

¢ Nashville, TN

O R O

What holds up the requisition

Driver’s form

After-the-fact-memo — signed by supervisor
Wrong Vendor

Not enough information

Need copy of agenda or airfare



Arkansas Tech University
EMPLOYEE TRAVEL EXPENSE REIMBURSEMENT FORM, TR-1E

PO Number:s] Please indicate kere if you would likz to picksp
your check in the Dizbhursing OFfice located in Browsing Hall.

DEPARTMENT:

Need originals — no scanned copies of

T I z = 1 S Home Address: Private Vehicle License Number [ £l nesessary i claiming mifeage reimbursement ):

Name of Payee: OFFICIAL STATION (Rsul, OZ, ATCC, etc.):

Need tWO Signatures DETAILED EXPENDITURES OTHER THAN MILEAGE S Persomal ¥ebicle Mileage Reimbursment

Common al
Carrier Meal Incidental | Code

) [airline. train, Designation = [see Total Per MILEAGE
& The traveler’s NAME OF TOWN VISITED etcl Lodging (B.L.D] below] | Day DRIVEN

& The supervisor’s

Send a copy of agenda with it

Zero balance on lodging receipt-
(separate by night)

Google map for mileage

Airfare- name, price, and ticket number

Need a copy of the signed purchase sustores R

If Incidental Code 6 is used, explain here :
Order Lodging Provided Statement-To be completed if lodging is provided at no cost to the University

Far travel performed as indicated on this travel reimbursement Farm, the
payment of actual lodging expenze is authorized because lodging within the
Federal Travel Directory rates w as unavailable or unfeasible for the areain i

e ’ K . which the travel occurred. | certify that the travel was completed as indicated 2. Palklng F_E'E'

Orl 1na1 re Cel tS arl(].n taX etc Name: Address: on thiz travel reimbursement form and if the ravel reimbursement is for 2 2 EEQ'S"a“Dn Fee .
g p p g, ) .o = = uolunteer, & non-state emploves, andlor official guest(s), to my knowledge, - Emergency Car Repairs
5. Meals far State Guests
6. Other (Explain Abawe)

| certify that the person listed below provided lodging to me at no cost while | traveled on University business.

City_State, Zip: ‘elephone: that person will nat be reimbursed these same travel expenszes from any other

& We do not need meal receipts, not even [SE———" |
copies

griature of Superisar: SUB-TOTAL

ZFignature of Travel Administrator:
MILEAGE CLAIMED
Title af Supervisor: TOTAL CLAIMED




¢ We do not need meal
receipts, not even copies

& Keep them on file in your
department for two years

& Have to be itemized

¢ First and Last day of Travel
& 75% of the meal rate

& Tips

& Allowed a 15% tip on meal,
and that 1s included on the
meal rate

® No longer allowed $1.67

Meal Receipts

Mot itemized
Mot reimbursable

Harvest Moon
12125 N Oracle Rd DS

CARD TYFE : MC

CARD HOLDER .
CARD) MUMBER @ spsedpvesy [
EXPTRATION DATE : X0

DATE : 2013=11=11 TIME : 1:57:34 P
Invoices : OO301111

Table# : BOS

server Kase ; CYNTHIA_LOPE!

Charge Amt$: 19.46

TIP AMOUNTS

FINAL AMTS _______

temized
Reimbursable

Harvest Moon
12125 N Ovocle Rd D5
Tucson, AL 85739
TEL-520-825-535i
WA, NarvESimOoonlucsan. com

ke-Frinting 1
Dine In
Date: 11-11-2013 Time: 1-23PM #30
Server: CYNTHIA_LOPEZ

TAB#: BOS

Mo, of Guest ; 2

1 L- Cashew Chicken 7.50
w. Brown Rice
w. Egg Flower Soup

1 L- Mongolian Chicken 8.00
w, Brown Rice
w. Egg Flower Soup

1 Hot Tea [per pol 2.50

Amount © 18.00
TOMIEI% - 144
TOTAL: 19.48




On Travel Website

= Under Employee Travel
= Click Trip Optimizer

= Hit Open

= Click Enable Editing

https://www.atu.edu/TechA-

Z.php

Trip Optimizer

Car Rental vs Mileage Reimbursement Calculator

=enterprise

Input Variables

in Trip (24- hr periods)
Car Rental Dall‘ Price * /

antal Tax™
e per Gallon

Calculated Results

Own Car Cost
Total Reimburse

Rental Car Cost

* Business Use Daily Rates

Intermediate

**WLF (vehicle license fee is currently $1.19 daily).

Chart Help:
-<+— Input round trip miles
4— Use # of 24-hour periods

<— Input current pump price
0.42 |Current Reimbursal Rate
29| Average MPG

**For additional
assistance, see
Instructions tab at
the bottom.

Breakeven |

appears at
cross point

This changes periodically.

35000

$300.00

$250.00

$200.00

$150.00

HEE



https://www.atu.edu/TechA-Z.php

Travel Services

203 West O Street
Russellville, AR 72801-2222
479-356-6209

travel @atu.edu

This section must be completed for payment processing.

Reguestor Home Address:
Street Address/PO Box:

City:

Ofticial Function

PO Number:

Zip:

Vice President for Administration and Finance

. New Official
Function Form

ARKAMNSAS TECH UNIVERSITY
Travel Services

203 West O Street
Russellville, AR 72801-2222

473-356-2034
479-964-0533 ext. 3503

travel@atu.edu

Non-State Employee/Official Guests Reimbursement Form
This form is to be completed and submitted for travel expenses for non-state employees
and official guests.

NeedS Orlgll’lal meal Date | Name Purpose
receipt

Subject: Request for Reimbursement

Reimbursement for meal expenses incurred as an official University host is requested. An original itemized
receipt|s) is attached. The expenses were incurred in (name of town)

Department

Index Code-Fund-Organization-Account-Program Code Numbers Amount

Index Code- Fund-Organization-Account-Program Code Mumbers Amount

Justification for Meal Expense:

& Receipt has to be
itemized

List of Participants (first and last name):

Need non-state form
to accompany it

In compliance with Sub-Chapter 9 of the State Travel Regulations on non-state employees and
official guests, this letter is authorization for travel reimbursement as listed on the attached
travel reimbursement form. | certify that these individuals are not being reimbursed from any
other source for their travel expenses. These persons have been requested to perform official
duties or functions for Arkansas Tech University in the areas of employee interviews, university
sponsored programs, field trips, workshops, conferences, and/or student recruitment

Signature of Requestor Signature of Department Head

Needs to be signed
by Department
Head

Printed Name of Requestor Printed Name of Department Head Certification of Travel By: Date:

VP or Dean of School

Reimbursement
Approved By:

Wendor Number of Requestor Signature of Dean (If applicable)

Travel Administrator
Printed Name of Dean

Approved for Payment:

signature of Chancellor — Ozark Campus
(reguired for all Ozark Campus employees)

Vice President for Administration and Finance

Revised January 2017




Reminders

Travel Training

Purchase Order in place prior to travel
Purchase Order in place before T-Card use
No tips on Taxi

Purchase Order Cancellation

¢ Email Travel with the vendor and number of PO

Rental Cars

¢ Send an email to travel requesting approval for rental

4

Reminder . . . .

<\


https://www.atu.edu/travel/training.php

Contact Us

& Cindy Pratt ¢ Brooklyn Meeks
Travel Administrator Travel Coordinator
356-2034 or ext. 3502 356-6209 or ext. 3558
cpratt@atu.edu bmeeks3@atu.edu

travel(@atu.edu



mailto:cpratt@atu.edu
mailto:bmeeks3@atu.edu
mailto:travel@atu.edu

We Appreciate You!




Travel Cards & Procurement Cards

Procurement Office
&
Travel Office




Procurement Card (P-Card)

P-Card is a state-sponsored Visa credit card utilized for small dollar amount
purchases.

Requires agreement be signed by employee, Dean, and V.P. and cardholder is
solely responsible for compliance when using the card.

Card is reconciled by the cardholder once monthly by submitting a P-Card log
and original receipts.

Training is offered after agreement has been submitted to Procurement Services.

Be aware of phone calls requesting your P-Card number! A reputable vendor will
never call and ask for your number.

Procurement Website



https://www.atu.edu/purchasing/

Approval Limifs

Approval Chart

Division
Academic Affairs
Administration and Finance

Advancement

Athletics

Enrollment Management

Ozark
President

Student Affairs

Grant Funds-All grant funds will
forward to Principal Investigator
and Budget Office queues for
approval prior fo moving to the
Department Head queue and so
on.

>$2,500- >$5000-
$1-52,499.99 $4,999.99 $49,999.99

Department Head Dean Vice President
Specific Area Director Vice President

Vice President

Head Coach, Head
Trainer, Sports
Information Director Athletic Director

Specific Area Director Vice President

Department Head Chief Officer Chancellor
Specific Area Director Chief of Staff

Dean of
Associate Dean Students Vice President

Department Head Vice President

>$50,000
President
President

President

President

President

President
President

President

President




P-Card Do’s & Don'ts

P-Card Do’s
Amazon Business
Office Depot
Memberships
Orders under
$1,000 but not
imited to
Registrations
Staples
Advantage
Subscriptions
VIP Awards

P-Card Don’'1s
Breakroom Supplies
Candles
Construction

E-Bay

Food

Furniture
Cifts/Cards/Flowers/Party
Ifems

Office Supplies from
Bookstore

Personal items
T-shirts

Travel except registrations
Gift Cards




Promotional [tems and Giveaways

Approval is a must from the Contiroller

|f given to Faculty, Staff and Students!
Anything w/Tech logo

= Awards
= Plagues
= Promotional I[tems

Approval form must be turned in
with P-Card log with all signatures



Approval Form

"TARKANSAS TECH Gift/Prize/Award
UNIVERSITY Pre-Approval Form

knportant infonnation: IRS tax faws regaeire the reporting of Qits prizes/awards giren to indiriduak. This
form must be complhited PRIOR to the purchase of any qiftprizesaward icleding gift cards or won-
monetary Hems.

Current Date:
Department/Organization:

Department Representative:

Purpose of Gift'Prize/Award:

tobe purchasea || Deseeten[ ]
to be Purchasead

Value of Gift'Prize’Award:

VYendor Name

FOAP charged for Gift'Prize/Award rum

5 Signature




Make sure business
name is on receipt
Must have
descriptive details of
purchase

Must have shipping
address

Must have taxes
broken down

Must have Grand
Total

Total must match
what is charged on

P-card

Order Placed: June 21, 2018

Amazon.com order number: 111-9928506-0957059

Order Total: $38.69

ecelpfts

Final Details for Order #111-9928506-0957059

Print this page for your records.

Shipped on June 22, 2018

Items Ordered

Sold by: LITVZ (seller profile) | Product question? Ask Seller

Condition: New

1 of: Canon LS-82Z Handheld Calculator

Sold by: Amazon.com Services, Inc.

Condition: New

Business Price

Condition: New

1 of: Anker USB 3.0 4-Port Portable Aluminum Hub with 2-Foot USB 3.0 Cable (Carbon)
Sold by: AnkerDirect (seller profile) | Product question? Ask Seller

1 of: 12-Digit Electronic Business Mini Solar Basic Desktop Financial Scientific Office Calculator, Simple Desk Calculators With Large LCD Display

Anker USB 3.0 4-Port Portable Aluminum Hub with 2-Foot USB 3.0 Cable (Carbon), Ship next business day, 18 Months Manufacturer Warranty.

Shipping Address:
Tammy Rye

203 W O ST YOUNG BLDG STE101
RUSSELLVILLE, AR 72801-2222

United States

Shipping Speed:
FREE Shipping

Item(s) Subtotal: $37.97
Shipping & Handling: $10.49
Free Shipping:-$10.49

Total before tax: $37.97
Sales Tax: $0.72

Payment information

Payment Method:
Visa | Last digits: 8954

Billing address

Tammy Rye

203 W O ST STE 101
RUSSELLVILLE, AR 72801-2222
United States

Item(s) Subtotal: $37.97
Shipping & Handling: $10.49
Free Shipping:-$10.49

Total before tac: $37.97
Estimated tax to be collectea: $0.72

Grand Total: $38.69

Credit Card transactions

Visa ending in 8954: June 22, 2018:$38.69




Arkansas VIP Awards, Inc,

607 W B St

Russellville, AR 72801

| 8-8070
rvipawards.com

www.arvipawards.com

DATE TOTAL DUE
07/09/2019 $26.00

DESCRIPTION

St .

Invoice

DUE DATE
07/09/2019

SUBTOTAL
TAX

TOTAL
BALANCE DUE

AR>S

TERMS

Due on receipt

RATE AMOUNT
7.95 23.85T

23.85
2.15

Square automatically sends receipts to the email
address you used at any Square seller. Learn more

How was your experience?

26.00

Custom Amount

Total




Statement of Account

Statement Date: 30-APR-201¢
Page: 10f1 (. Staples.

Account Number; 3880227
Order Charges and Credits

Order Number:
o Date Order Place‘

Atlanta, GA 30384-5479

LT

12804 1 ABDA12 EDVSOX 10151 DASOSTOE244 52 PBADOT7E DOO1-0001
[ T T L] Cee U [ TP L [ T A LT

e S
ARKANSAS TECH UNIV [, Comom CHARGED
2 Item(s) Shipped
' Item Number Item Description Price  Quantity Subtotal

24304023 Image Brite Brother TN820 Black Compatible $55.99 1 $55.99
Toner Cartridge

Merchandise Total: $55.99
Tax: $5.04

Terms and conditions Charged to Visa ending in 8825: $61.03

https.//www.pearson,com/social-impact/sustainabilit
CHARGED
ltem(s) Shipped
Item Number Item Description Price  Quantity Subtotal

2596065 HP 410A Cyan, Magenta, Yellow Toner Cartridges, ® ON CONTRACT $29952 1 $299.52
3 Pack (CF251AM)

1878689 HP 410A Black Toner Cartridge (CF410A) © oN coNTRACT $76.49 1 $76.49

T 4 L _— - Merchandise Total: $376.01
c;l;;l;ﬂ.l 1 ~ 3 y = ays Tax: $33.84
— 870l 5 1 ) . ___000] Charged to Visa ending in 8825: $409.85

so visit OASIS at hitp://oasis.pearson.com




US Bank for P-Card

Shank. Access Oniine

MBbank Access Online

Login to US Bank

Glickeon _
Tanschonogement w01 [ foEm ation reamiese — Cardholder Account Profile
; Account Informati
S oo Account RO cardholder Account Summary
+ Account Profile Card Account Number: === — 1 s Mgl
Reporting C:rd AE:::M ||:: 2:3235000235 | N fO ' O TIO A Reporting Card Account Number: = -

My Personal Information

My Personal Information Card Account ID: 216266000286

Click on

Statement
i View account statement(s). AC coun '|' P ro f| | e - Select an item below fo view its contents.
Contact Us Contact Us
Training » Cardhoider Account Statement V| eW AC C O U N T Trining View Account Profile
Account Profile P ro f| | e .I. O see View account information such as Account Owner Details, Account Details, Default Accounting Code,

View account demographics, limits, accounting code, and other related information. BB

details

« Cardholder Account Profile

@ Account Overview

Summary (i) Payment Information (i)

Account Status Open Statement Balance $4,531.47
Credit Limit $25000 Current Balance $2,662.67
Available Credit $22337 Statement Close Date 07/16/2018
Single Purchase Limit $10000 D View Statements

Cash Withdrawal Limit 0%

Expiration Date 10/2020




C emeieh Us!

» DeAnna Kile
968-0269 ext. 3551
dkile@atu.edu



mailto:dkile@atu.edu

Travel Cards (T-Cards)

Cindy Pratt
&
Brooklyn Meeks



Application

ARKANSAS TECH UNIVERSITY T-CARD EMPLOYEE AGREEMENT

Cardholder Name: Dept: Campus Address:

Email Address: Telephone: DL Number:
|, 2= an authorized T-Card holder, fully understand and agree to the following terms and conditi
| as an employee of Arkansas Tech University, fully understand and agree to the following terms and
conditions regarding use and safekeeping of the Travel Card.
| agree that all credit limits or changes must be justified and approved by the department Vice President or
the department Dean or Director.
| agree to document all Travel Card expenditures and obtain itemized receipts. These will be attached to the
monthly Travel Card Log and sig r approved supervisor. If my supervisor is unable to sign my log.
| will submit it to the Vice P
| will not accept cash refunt : ange for any credits to the card. | understand that all
credits must be issued direcily to the card. | will report any vendors who do not comply with this guideline
In the event that | cannot complete my monthly log, due to emergency, i vacation, or conference | will
nofify the Travel Card Office and make arrangements with another trained employee to complete my
monthly log.
| understand that if my Travel Card transaction log is late or incorrect and | have not amended the situation
in a timely manner, my Travel Card privileges will be suspended or terminated by the Travel Card
Coordinator.
| understand it is my responsibility re of my department budget when using the Travel Card.
| understand that the Travel Card is to be d for official travel of Arkansas Tech University. | will not use
the card for unauthorized travel or personal purchases
| understand that the card i i only to be d by me. | agree to not share my card or card
number with anyone. Mo other 5 M harged to my card. Il be making financial
commitments on behalf of Arkansas Ti wersity and will endeavor to obiain fair and reasonable prices.
. | will immediately report the theft or loss of the card to VISA by phone at 1-800-VISAS11, to the Travel
Department 356-2034 and to my depariment head.
1. 1 will surrender my Travel Card upon (&) termination of employment, or {b) tfransfer to another depariment or
if requested by my supervisor or the Travel Office. Further, | understand that my last paycheck will be
vithheld until the Travel Card is properly surrendered
2. | have received training for the use of the card and agree to follow all established procedures. | understand
that | may be required to receive retraining when notified by the Travel Office due to changes in state travel
regulations.
3. | understand that failure to follow any of the above listed terms and conditions or if found to have misused
the Trawvel Card may result in (a8) revocations of the privilege to use the card disciplinary i
termination of employment andfor criminal charges being filed with the appropriate authorities
| hereby accept the above terms and conditions:

Employ 1 Employee Signature

I, as Department Head, assign Index with an established monthly limit of § to be used
for all charges related to the use of this T-Card.

Department Head (printed name) Department Head Signature
Approved by:

Vice ent ) Vice Pres Signature

T-Card Issued By: Date Issued:
T-Card No:

Signature of Cardhaolder (acknowledging receipt of card)



https://www.atu.edu/travel/

Example of T-Card Log

Arkansas Tech University Example of Bank Statement

Travel Card Transaction Log (Sbank

Name an Holder

Card: Card No: (last 4 digits) Email; U.S. BANK

PO Box 5343 ACCOUNTNUMBER iy
Dept: Card Cycle Date; Fargo. ND 58125-6343
Destination | Departure & Transaction Accumulated sg.00

PO# Traveler's Full Name | City &State | Return Dates | Trans Type Date Vendor Name Program Total Cast Expenses

[T e P A P R TR L “MEMO STATEMENT ONLY"
e Y
000012373 01 10B481032013416 § DO NOT REMIT PAYMENT

ARKAN! CH UNIVERSITY
1701 N BOULDER AVENUE
RUSSELLVILLE AR 72801-8805

MESSAGES:

TRAN POST MCC

0702 07-04 3640 HYATT REGENCY WASHINGTOMN 8885872877 DC 244310691 3
2293091388858726877 ARRIVAL: 08-28-19 BATEACZIAINAGZ 12880

Total

| certify that the above purchases were made for "official business" use anly and were purchased in accordance with the policies and procedures set forth by Arkansas Tech University. **For travel performed as indicated on this travel
Tcard log, the payment of actual lodging expense is authorized because lodging within the Federal Travel Directory rates was unavailable or unfeasible for the area in which the travel eccurred. | certify that the travel was completed as
indicated on this travel reimbursement form and if the travel reimbursement is for a volunteer, a non-state employee, andfor official guest(s), to my knowledge, that person will not be reimbursed these same travel expenses from any
other source.

Signatures

Travel Card Employee:

Travel Card Liason:

ACCOUNT NUMBER ACCOUNT SUMMARY

Supervisor: : CUSTOMER SERVICE CALL PURCHASES FEES

Aot Codes 600-344.5696 & ADJUSTMENTS $1,125.80
704120\ Meals In State 704305 |Commen Carrier In State 704605 |Parking Fees In State ) STS;T::,: o CHECKSICASH

704130(Meals Out of State 704310\ Common Carrier Qut of State 704610| Parking Fees Out of State 9 ADVANCES
704125|Lodging In State 704315|Ground Transporation In Statg 704805|Conference Registration In State - 5556-0275 DISPUTE AMOUNT $0.00
704135|Lodging Qut of State 704320|Ground Transporation Out of 704810|Conference Registration Out of State CONTACT AND ADDRESS -
AR TECH UNIVERSITY CREDITS §0.00
704615| Other Travel Expenses In State 704620|Other Travel Expenses Out of State 1508 MO AT AVENUE

704505|MNon-5tate In State 704510| Non-5tate out of state RUSSELLVILLE . AR 72801
FAREENT

$0.00

MA
N&Eg[f??s_g?uﬂT UMBER

$1,125.80




TraveEEIESERERs R Don'1s

Purchase order must be completed
prior to using t-card

Keep all itemized receipts

Complete t-card log and send to
Travel Services

» Make sure to have correct
signatures

» Need signed po’s

» Use correct account codes- listed at
the bottom of the log

\ 4

VvV V Ve

Do not travel without a purchase
order completed

Do not use for personal travel

Do not send t-card log without
signed po’s or signatures on log

Do not send hotel bill without having
a zero balance and the name of the
traveler

Do not send the airfare without a
name, price, or ticket number

Do not send copies of receipts
Do not use for fuel

Do not use for meals

Do not use for flight upgrade
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