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INTRODUCTION

The following information is put forward as sample practices for internal control operational guidelines for the University of Utah School of Medicine.  None of the suggested practices is intended to supercede current and future University Policies and Procedures and Guidelines but to provide complementary controls.  Each department and division within the School of Medicine will need to evaluate its own operations and control needs and develop policies and procedures that satisfy those needs.  

As programs change and as departments strive to improve operational processes and implement new technological developments, management must continually assess and evaluate internal controls to assure that the control activities being used are effective and updated as needed.
Although departments/divisions are encouraged to monitor and review internal controls as often as necessary, an annual review will be part of the budget process and a report on the status of internal controls will be included as part of the budget narrative.

The control environment is impacted by people at every level of the department.  However, it is the Department Chair that is ultimately accountable for ensuring that internal controls are established, properly documented, maintained and adhered to in each Department of the School of Medicine.  

This document contains a brief discussion of the theory of internal controls, some sample control principles, and sample internal control guidelines.

Internal Controls
Internal controls are broadly defined as the processes designed to provide reasonable assurance regarding the achievement of objectives in the following categories:

· Effectiveness and efficiency of operations

· Reliability of financial reporting

· Compliance with applicable laws and regulations.

The first category addresses an entity’s basic business objective, including performance and financial goals and safeguarding of resources.  The second relates to the preparation of reliable published financial statements.  The third deals with complying with those laws and regulations to which the entity is subject.  

While internal control is a process, its effectiveness is a state or condition of the process at one or more points in time.  

Internal control consists of five interrelated components.

Control Environment

The control environment sets the tone of an organization, influencing the control consciousness of its employees.  It is the foundation for all other components of internal control, providing discipline and structure.  Control environment factors include the integrity, ethical values and competence of the entity’s people; management’s philosophy and operating style; the way management assigns authority and responsibility, and organizes and develops its people.

Risk Assessment
Every entity faces a variety of risks from external and internal sources that must be assessed.  A precondition to risk assessment is establishment of objectives, linked at different levels and internally consistent.  Risk assessment is the identification and analysis of relevant risks to achievement of the objectives, forming a basis for determining how the risks should be managed.

Control Activities

Control activities are the policies and procedures that help ensure management directives are carried out.  They help ensure that necessary actions are taken to address risks to achievement of the entity’s objectives.  Control activities occur throughout the organization, at all levels and in all functions.  They include a range of activities as diverse as approvals, authorizations, verifications, reconciliations, reviews of operating performance, security of assets and segregation of duties.

Information and Communication

Pertinent information must be identified, captured and communicated in a form and timeframe that enable people to carry out their responsibilities.  Information systems produce reports containing operational, financial and compliance-related information that make it possible to run and control an operation.
Monitoring

Internal Control systems need to be monitored – a process that assesses the quality of the system’s performance over time.  This is accomplished through ongoing monitoring activities, separate evaluations or a combination of the two.  Ongoing monitoring occurs in the course of operations.  It includes regular management and supervisory activities, and other actions that personnel take in performing their duties.  

The information above comes from COSO’s Internal Control – Integrated Framework.

http://www.coso.org/publications.htm
Sample Control Principles

1. Separation of Duties:  Duties are divided so that no one person has complete control over a key function or activity.  This should include separating the responsibilities for authorizing transactions, processing and recording them, reviewing the transactions, and handling any related assets.  No one individual should control all key aspects of a transaction or event.

2. Authorization, Approval and Verification:  Proposed transactions are authorized when they are consistent with policy and funds are available.

3. Review and Reconciliation:  Records are examined and reconciled to determine that transactions were properly processed and approved.

4. Access Controls:  Assets are secured, counted or reviewed periodically and compared with amounts shown on control records.

5. Accurate and Timely Recording:  Transactions should be promptly recorded to maintain their relevance and value.  

6. Training and Supervision:  Well trained and supervised employees help ensure that control processes function properly

7. Documentation:  Internal control and all transactions and other significant events need to be clearly documented.  Well documented policies and procedures promote employee understanding of job duties and help ensure continuity during employee absences or turnover.  

8. Management of Human Capital:  Effective management of an organization’s workforce is essential to achieving results and an important part of internal control.  Human capital should be viewed as an asset rather than a cost.  Only when the right personnel for the job are hired and are provided the right training, tools, structure, incentives and responsibilities is operational success possible.  

9. Cost/Benefit:  Costs associated with control processes should not exceed expected benefits.
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_____________________________________________________________________________________
SUBJECT:


Accounts Receivable
_____________________________________________________________________________________
I.  PURPOSE
To establish controls and procedures for departmental accounts receivable.
II.  REFERENCES
University of Utah Policy and Procedures Manual found at: 
http://www.admin.utah.edu/ppmanual/3/3-2.html
III. DEFINITIONS
IV. POLICY
University of Utah Policy and Procedures Manual found at: 
http://www.admin.utah.edu/ppmanual/3/3-2.html
V.  PROCEDURE
A. Separate the functions of generating the list of payments expected and depositing the checks to pay for those invoices.  The person who receives the checks must be different from the person who marks off payment on the billing receivables log so that one person cannot both divert a payment and modify the receivables log to show that payment is no longer expected.
B. The following functions should be distributed among as many staff as reasonable, but must be split between at least two people.  Both must understand their responsibility in preventing fraud and in establishing a process that will protect employees from the appearance of fraud.  



Recorder:  Receives payments, records in Payments Journal, records deposit information.


Reconciler:  Produces invoices and maintains receivables lists.



Verifier:  Checks deposits against separate copy of receivables list.

C. Reconciler produces invoices and a receivables list.  A copy is given to the Verifier.

D. Recorder receives payments, records the payments in a Payments Journal, prepares the deposit and gives it to the Reconciler.

E. Reconciler checks payments against his/her receivables list and then gives to Verifier

F. Verifier checks payments against his/her own separate copy of original receivables list, signs deposit and sends to Income Accounting.
G. Recorder receives receipt of deposit from Income Accounting, verifies deposit with initial record in Payments Journal, records deposit number and files deposit copies.

H. At least once per month, Reconciler and Verifier review their copies of the receivables list and discuss actions being taken for any outstanding receivables
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_____________________________________________________________________________________
SUBJECT:


Assets
_____________________________________________________________________________________
I.  PURPOSE
To establish controls and procedures for administering assets such as equipment and supplies.

II. REFERENCES

Property Accounting Website located at:  http://www.utah.edu/property/   
Policy and Procedures 4-4, Restricted Purchases and Special Procurement

Policy and Procedures 4-16, Equipment Inventory Screening and Requisitioning.

III. DEFINITIONS
.

IV. POLICY
V.  PROCEDURE
A. Small assets such as copiers, computers, printers, and LCD projectors are kept secured during non-work hours.  Keys are changed and locks changed, if necessary, after employee turnover.

B. Rooms containing these assets will be locked during non-work hours.  If the item is small and moveable and available for general use, (i.e. laptop computes, LCD projectors), it will be kept in a locked location within the department with an assigned custodian who has the key and checks the equipment in and out.

C. An accurate and complete inventory of hardware and software will be maintained and assets with a purchase value of less than $5,000 will be identified with yellow equipment stickers available from Property Accounting.  Periodic physical counts will be completed by a person who is independent of the purchases and authorizations, and compared to the inventory to identify discrepancies.

D. Laboratory equipment with an acquisition value of $1,000 or more and with a useful life of one year or more, such as centrifuges, freezers, incubators, microscopes, autoclaves, fume hoods, refrigerators, shakers and cameras are kept secured during non-work hours.  Keys and locks are changed, if necessary, after employee turnover

E. Rooms containing lab equipment will be kept locked during non-work hours.

F. Laboratory supplies are kept secured during non-work hours.  Keys and locks for the supply storage rooms are changed, if necessary, after employee turnover.  Rooms containing these supplies will be controlled by an assigned custodian who maintains the quantity in accordance with an approved budget, i.e. grant or laboratory operating budget.  
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_____________________________________________________________________________________
SUBJECT:


Campus Orders
_____________________________________________________________________________________
I.  PURPOSE
To establish responsibilities for the initiation, approval, review, and disposition of University Campus Orders 

II.  REFERENCES
University of Utah Accounts Payable Preferred Methods of Procurement found at http://www.ap.admin.utah.edu/PaymentMethod.pdf
Directions for preparation and use are found on the face and reverse of the University of Utah Campus Order form

A Campus Order Expenditure Review that details the information required for every field of the form can be found at 
http://www.ap.admin.utah.edu/COExpRev.pdf
III.  DEFINITIONS
A. Authorized Employee
Principal Investigator, Supervisor or an individual authorized to act on his/her behalf to request purchases be made for the department.

B. Buying Department
A University of Utah department, generally the initiator of the Campus Order, that wishes to purchase a product or service from another University department.
C. Campus Order

Campus Orders are pre-numbered, 4-part forms to be used by University departments for purchases from campus service agencies.  There are no specific dollar limitations, except the amount must be greater than $1. 

D. Campus Order Custodian
Department employee who has received proper training by the Accounts Payable Department to use University of Utah Campus Orders for procurement.

E. Clerk or Accounting Clerk
Any employee (other than Campus Order Custodian) assigned data entry or account reconciliation duties.
F. Financial Log or Database
Written or electronic log maintained and used to track all department purchases, deliveries, payments, and reconciliations.
G. Proper Administrative Approval
Principal Investigator, account executive, department chair/head, dean/director or authorized alternate.
H. Selling Department.  University campus agency from whom the product or service is sought.
IV.  POLICY
University of Utah Policy and Procedures Manual 3-7, Approvals Required for Financial Transactions  

http://www.admin.utah.edu/ppmanual/
University of Utah Policy and Procedures Manual 4-9, Requesting Service from Campus Agencies

http://www.admin.utah.edu/ppmanual/
“Financial Accountability and Control” memorandum, November 11, 2003, Vice President Arnold B. Combe

V.  PROCEDURE
A. Campus Orders are obtained directly from the Accounts Payable Department and kept by the Campus Order Custodian in locked drawer or file cabinet.

B. Authorized Employee requests a purchase be made for the department.

C. Campus Order Custodian confirms that a Campus Order is the best purchasing method according to University of Utah and Accounts Payable Policy and Procedures.

D. Campus Order Custodian prepares Campus Order according to applicable policy and procedures and obtains proper administrative approval.  

E. Campus Order Custodian issues Campus Order to Authorized Employee or the campus agency that will provide the product or service (selling department), retaining the green copy.

F. Selling department completes the appropriate sections of the Campus Order form, provides the product or service, and distributes the form as instructed on the bottom of each copy.

G. Campus Order Custodian keeps the green copy in a pending file until the yellow copy has been returned.  S/he then determines that the product or service has been received and charged appropriately, and assures that corrections are made as needed.

H. Clerk enters Campus Order into financial log or database.

I. Accounting Clerk reconciles Campus Order purchases with Monthly Financial Management Reports, initials and dates each statement, and obtains the review/approval of the PI or supervisor. 
J. Campus Order Custodian retains all processed Campus Orders for a period to be determined by the Department and in accordance with University Policy and Procedures.
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_____________________________________________________________________________________
SUBJECT:


Cash and Cash Receipts
_____________________________________________________________________________________
I.  PURPOSE
To establish a policy and related procedures for administering cash and cash receipts.

II.  REFERENCES
State Money Management Act, Section 51, Chapter 7, Utah Code Annotated, 1953

Rules of the State Money Management Council

Utah State Board of Regents Banking Policy (R-543)

Departmental Deposit form found at:

http://www.acs.utah.edu/tuition/
III. DEFINITIONS
IV. POLICY
University of Utah Policy and Procedures Manual Establishment of Accounts and Receipt of Funds found at: http://www.admin.utah.edu/ppmanual/3/3-2.html
V.  PROCEDURE
A. Separation of duties should be established so that different employees are responsible for:



Receipt and endorsement of cash or checks



Preparation of deposit and account coding



Posting/recording the transaction



Reconciliation and review of the monthly management report

B. All cash must be physically protected, including during transit.  Cash will be secured in a locked location (preferably a safe) until deposited.

C. Safe combinations or keys should be restricted to a minimum number of employees.

D. Safe combinations should be changed after termination of an employee who previously had access.

E. All checks must be endorsed immediately upon receipt.

F. Receipts should be maintained in a secure location.

G. Pre-numbered receipts will be given for all payments received.

H. Numerically controlled receipt slips are accounted for and reconciled on a regular basis.

I. Reconciliations should be done on a timely basis

J. All deposits should be made daily in sealed envelopes or money bags.

K. Supporting detailed documentation must be maintained within the department.

L. If an open position involves handling cash, the department will contact the previous employers of any potential candidate to ascertain cash handling experience and trustworthiness.

M. Any employee who mishandles cash or does not follow these procedures shall be disciplined (up to and including termination).

N. Any funds donated to the Department will be deposited to a gift account (Fund 6000) using a Gift Deposit form and submitted to the Development Office (304 Park).

O. Grants and Contracts income should be deposited by the Office of Sponsored Projects (OSP).  Should these funds be received by the Department, they will be logged and forwarded to OSP.  

P. All remaining funds will be submitted to Income Accounting (165 SSB) for deposit. The monthly deadline for deposits is noon on the day before the last business day of each month.  
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_____________________________________________________________________________________
SUBJECT:


Change Funds
_____________________________________________________________________________________
I.  PURPOSE
To establish a policy and related procedures for administering change funds

II.  REFERENCES
University of Utah Policy and Procedures Manual policy for petty cash/change funds found at: 
http://www.admin.utah.edu/ppmanual/3/3-21.html
III. DEFINITIONS

IV. POLICY

V.  PROCEDURE
A. Verification of funds will be performed and documented by the supervisor.

B. Change funds must be maintained in a secure location such as a locked drawer, cash register, or lock box.

C. Change funds are to be used for department-related services only.  No expenditures of any kind may be made from the change funds and cashiers should not use change funds for cashing employees’ personal checks.

D. If a department/division has both a petty cash fund and a change fund, the two funds must be maintained separately.

E. Cashiers will prepare daily cash count sheets and balance them to deposits and the daily sales records.

F. The size of the change fund will be reviewed periodically to determine its adequacy.

G. Documentation must be maintained indicating that the change fund is properly checked out to cashiers and then returned to secure storage when not in use.

H. A record of over/shortages by a cashier should be maintained.

I. Individuals who handle substantial amounts of money should be trained in procedures to be followed in the event of an emergency (fire, robbery)

J. Employees that handle cash, cash items and other valuable assets are bonded.

Check Requests
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_____________________________________________________________________________________
SUBJECT:


Check Requests
_____________________________________________________________________________________
I.  PURPOSE
To establish responsibilities for the initiation, approval, review, and disposition of University Check Requests 

II.  REFERENCES
University of Utah Accounts Payable Preferred Methods of Procurement found at: http://www.ap.admin.utah.edu/PaymentMethod.pdf
On-line Check Request forms and directions for preparation and use are found at:

http://www.ap.admin.utah.edu/chkrqst.html
A Check Request template can be found at: http://www.ap.admin.utah.edu/APForms.html#template 

Accounts Payable will assign the CR number if the template is used.

A Check Request Expenditure Review that details the information required for every field of the form can be found at: 

http://www.ap.admin.utah.edu/CRExpRev.pdf
III.  DEFINITIONS
I. Authorized Employee
Principal Investigator, Supervisor or an individual authorized to act on his/her behalf to initiate a check request.

J. Check Request
Check Requests (either the on-line pre-numbered form or the template) are used by University departments for certain small dollar payments to vendors outside the University or for non-travel (see P&PM 3-10 and exception below) reimbursements to University employees.  Check requests are required for the following payments:  advance deposits, monetary awards, payments to consultants/independent contractors, guest lecturers, honorariums, insurance payments, legal fees, moving expense reimbursements, performance fees, royalties, social dues and travel reimbursements for University guests. Exception:  If a University employee travels within an area that will allow him/her to return to work or home the same day, prepaid costs and cost reimbursements for items such as registrations, entertainment and automobile mileage should be submitted for payment on a Check Request through the Accounts Payable Department.   
All Check Requests that expend project dollars will be sent by Accounts Payable to Research Accounting for approval; those expending activity dollars of $1,000 or more must be approved by General Accounting.  Note:  Processing time may be shorter if check requests meeting these criteria are sent directly to the office from which pre-approval is required.
K. Clerk or Accounting Clerk
Any employee (other than the initiator of the Check Request) assigned data entry or account reconciliation duties.
L. Financial Log or Database
Written or electronic log maintained and used to track all department purchases, deliveries, payments, and reconciliations. 
M. Proper Administrative Approval
Principal Investigator, account executive, department chair/head, dean/director or authorized alternate.
IV.  POLICY
University of Utah Policy and Procedures Manual 3-7, Approvals Required for Financial Transactions  

http://www.admin.utah.edu/ppmanual/
University of Utah Policy and Procedures Manual 3-11, Recruitment and Entertainment Expense Reimbursement Policy

http://www.admin.utah.edu/ppmanual/
University of Utah Policy and Procedures Manual 3-10, Travel Policy http://www.admin.utah.edu/ppmanual/
“Financial Accountability and Control” memorandum, November 11, 2003, Vice President Arnold B. Combe

V.  PROCEDURE
A. An original invoice, billing, voucher or other appropriate documentation for payment or reimbursement is presented to Authorized Employee for payment. 
B. Authorized Employee confirms that a Check Request is the best payment method according to University of Utah and Accounts Payable Policy and Procedures.
C. Authorized Employee prepares the Check Request according to applicable policy and procedures and obtains proper administrative approval.  If the template is used rather than the on-line pre-numbered form, the Authorized Employee should obtain a unique Check Request number from Accounts Payable.
D. Authorized Employee retains a Department copy of the Check Request and any substantiating documentation and sends the originals to Accounts Payable (or Research Accounting or General Accounting if pre-approval is required).
E. Clerk enters Check Request into financial log or database.

F. Accounting Clerk reconciles Check Requests with the Monthly Financial Management Reports, initials and dates each statement, and obtains the review/approval of the PI or supervisor. 
G. Authorized employee retains all processed Check Requests for a period to be determined by the Department and in accordance with University Policy and Procedures.
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_____________________________________________________________________________________
SUBJECT:


COST TRANSFERS
_____________________________________________________________________________________
I.  PURPOSE

To establish a policy and procedure used for administering the transfer of expenditures from/to projects or activities used for recording costs of sponsored agreements. 

II. REFERENCES

University of Utah Policies and Procedures 3-20 Rev 1. located at:

http://www.admin.utah.edu/ppmanual/3/3-20.html
III. DEFINITIONS
A.  Cost Transfer  

An adjustment made sometime after an event has occurred which transfers costs from University projects or activities where the charges had been originally recorded to other projects or activities. 
B.  Payroll Corrections
Corrections made to assure that payroll records accurately report services actually performed, including changes that reflect differences which result when the preliminary estimates of the percent of effort preprinted on the time and effort report do not agree with the actual effort of the employees during the reporting period. 
C. Adequate Documentation 
Full explanation of how the error occurred, reasons why the original charge was incorrect and justification for making the retroactive charge, together with appropriate supporting documents to the extent available. 

IV. POLICY

A.  Cost Transfers of Payroll Expenditures (including benefits) 


1.  Requests for correction of payroll errors must be made as soon as possible after the error is detected. An excessive delay in recognizing and reporting errors results in inaccurate financial management reports and reports to granting agencies. Therefore, financial management reports must be reviewed and errors reported immediately. 


2.  Salary charges to federal sponsored agreements must be distributed to the sponsored agreements that benefited from the services for which such payments were made. 


3.  Payroll correction requests submitted within 120 days after the original cost was incurred may be honored only if the approvals and documentation required under section IV, paragraph C are met. The cognizant vice president must also approve if the payroll correction requests are submitted more than 120 days after the original cost was incurred. 


4.  Payroll correction requests submitted after the Personal Activity Reports (PARs) have been certified as correct will ordinarily not be allowed except when in addition to the approvals and documentation required under section IV, paragraph C, the request is approved in writing by the cognizant vice president and the vice president for research. 


B.  Cost Transfers of Other Expenditures 


1.  Requests for cost transfers to correct errors in charging expenditures, other than payroll, to a sponsored agreement must be promptly brought to the attention of the Research Accounting Office after the account executive/principal investigator's review of the monthly financial management reports. Adequate documentation for such errors must be provided.  Normally, corrections or transfers will not be allowed unless requested within 120 days after the date of the original transaction.  In unusual cases, if the facts and circumstances dictate, transfers requested after 120 days may be made with the written approval of the Director of Governmental Accounting. 


C. Documentation Requirements 


1. Documentation substantiating any cost transfer authorized by this policy must include the following information and approval: 


a.  Specific identification with respect to the period covered and the amount transferred. 


b.  Adequate documentation supporting the request for transfer. 


c.  Signatures of (a) the appropriate account executive/principal investigator, (b) the cognizant department chair or director, and (c) the cognizant dean. 


D. Review Procedures 


1. The signature of the cognizant vice president, shall be provided where required by this policy and procedure.  Cost transfer documentation, as required by this policy and procedure, must be submitted on forms supplied by the Research Accounting Office, and shall also be reviewed and approved by the Research Accounting Office and, if necessary, the Director of Governmental Accounting, before the transfer request will be honored.  Any subsequent disallowances made by the auditors and sustained by the awarding agency will ordinarily be the responsibility of the account executive/principal investigator or his/her department and must be absorbed using nonfederal funds, subject to such exceptions as the president may authorize on recommendation by the cognizant vice president.  Exceptions to this policy may only be authorized by the cognizant Vice President. 

V.  PROCEDURE
A. For Cost Transfers of Payroll Expenditures including benefits for personnel who do not receive quarterly PARs (Personal Activity Report Forms)
1. Obtain Cost Transfer form from web at http://www.acs.utah.edu/afs/forms/list.html#ra by selecting  “Research Accounting” and then “Cost Transfers.” 
2. Fill in all fields on Cost Transfer form.

3. If the costs are being transferred to a PROJECT, a certification is required.  The certification should state (signed by the employee or his/her direct supervisor) the percent of time worked on the award as well as the time period involved.  For exempt employees transferring expenditures within the current quarter, no certification will be required if the request for the transfer arrives at Research Accounting one week before the end of the quarter.  An exempt, in-quarter transfer does not require a cost transfer form and may be done from a memo or reallocation form.  Cost transfers should not transfer salary that has been previously certified on a PAR.
4. Attach copies of applicable Payroll Earnings, Benefits & Taxes Reports, showing the earned salary benefits for each pay period.  A PeopleSoft query may be substituted for the Payroll Earnings, Benefits and Taxes Report.

5. Generate a spreadsheet summarizing by account code the salary and benefits for each individual.  Show ALL salary and benefits, which were EARNED by the originating activity/project for the period covered by the Cost Transfer.  (These figures should tie to the Payroll Earnings, Benefits & Taxes Report).  Then show the percent or amount of salary and benefits that should be transferred to the new activity/project. 
6. 
7. 
8. 
9. Justify in Section III on Cost Transfer form the need for a cost transfer of these costs 
10. Obtain required signatures.

11. Retain copy of Cost Transfer and related documentation in department accounting file(s).
12. Send Cost Transfer and related documentation to Research Accounting.

13. 
14. Verify processing of charge corrections on financial management reports and/or payroll and accounting statements.
B. For Cost Transfers of Other Expenditures

1.  If the cost involves a project or grant, then obtain a Cost Transfer form from web at http://www.acs.utah.edu/afs/forms/list.html#ra by selecting  “Research Accounting” and then “Cost Transfers.”  Instructions for completing the cost transfer form can be found at http://www.utah.edu/research_accounting/COSTTRANSFERINSTRUCTIONSb.htm  
2. Fill in all fields on Cost Transfer form.

3. Attach appropriate related documentation to Cost Transfer form, including copies of the financial management report detailing the charges.

4. Obtain required signatures.

5. Retain copy of Cost Transfer and related documentation in department accounting file(s).

6. Send Cost Transfer and related documentation to Research Accounting.

7. Verify processing of charge corrections on accounting statements.

8. Transfers involving Activities DO NOT require a cost transfer form.  In this case, a General Journal Entry form may be used.  These are found at http://www.acs.utah.edu/afs/forms/list.html, click on “General Accounting” and then “General Journal Entry”.  Instructions to fill out General Journal Entries can be found at  http://www.acs.utah.edu/afs/forms/journalinst.htm.  Complete the form, obtain appropriate signatures, make copies and send to General Accounting for processing.
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_____________________________________________________________________________________
SUBJECT:


Employee Records
_____________________________________________________________________________________
I.  PURPOSE
To protect against theft or improper use of Social Security Numbers as well as to protect employee personal information, human resources related information and department information.

II.  REFERENCES
III.  DEFINITIONS
.

IV.  POLICY
University of Utah Policy and Procedures Manual found at: 
V.  PROCEDURE
A. Lock up employee data and limit access to authorized employees.  Keep personnel files locked in a secure area and restrict access to the smallest possible pool of employees.

B. Protect the Social Security number:  Do not use social security numbers as identifiers.

C. Protect your University system password and change it regularly.  Disable employee access to University records immediately upon termination.  Encrypt data sent electronically by using something similar to PHI that is used for patient information.  Make sure you have a firewall properly installed to provide network protection.  When using the University Information System, always log off when you are away from your computer, no matter how briefly.

D. Store outdated material in a safe and secure place and destroy (shred) discarded documents that contain personal identifiers.  If you use an outside company, have the contractor provide documentary evidence of employee screening, appropriate insurance, written procedures, access prevention and monitoring.

E. Before sharing records either electronically or via campus mail, ensure that the recipient is authorized.

F. Ensure that the Park Building and HR have a policy in place for the safe and secure transport of PAN’s and other employee records to the mail facility and that the mailroom has a policy in place to protect them as well.

G. Access to computers and file storage areas must be limited to employees with legitimate business needs for the information.

H. Paper records must be shred – never thrown into the trash.  If an outside company is used for shredding records, the Department must confirm that the company meets our security requirements. Computer files must be completely deleted once the information is no longer needed.

I. Copiers, printers, faxes, etc. that receive employee information must be in areas of limited access.  
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_____________________________________________________________________________________
SUBJECT:


Employee Time and Attendance
_____________________________________________________________________________________
I.  PURPOSE
To assure compliance with University policies for vacation, sick leave, etc. for employees who are recorded on the University Kronos system.

II.  REFERENCES

University of Utah Policy and Procedures manual  


Payroll Office:  http://www.payroll.utah.edu/

Division of Compensation Management Guidelines:


http://www.hr.utah.edu/comp/proc/
III. DEFINITIONS
.

IV. POLICY
V.  PROCEDURE
A. The University Payroll system has issued guidelines regarding the recording and supervisor approval of all time records submitted through the Kronos system.  Following these policies will assure that vacation leaves and sick leave are properly recorded and that overtime pay is paid in accordance with State laws.
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_____________________________________________________________________________________
SUBJECT:


Faculty Time and Attendance
_____________________________________________________________________________________
I.  PURPOSE
To assure compliance with University policies for vacation, sick leave, etc. for employees not recorded on the University Kronos system.  (Faculty, Post Docs, Grad Students, etc.)

II.  REFERENCES
III. DEFINITIONS
.

IV. POLICY
University of Utah Policy and Procedures Manual found at: http://www.admin.utah.edu/ppmanual/2/2-41.html
V.  PROCEDURE
A. The department should establish a procedure to ensure compliance with University policy.

B. Create a departmental form to be completed in advance by the employee and submitted to a designee for approval by a supervisor.

C. Establish a procedure for approval, including notifying the employee and anyone needing the information for scheduling or other purposes.

D. Establish a person responsible for recording absences and maintaining records to verify compliance with University absence policies.

E. Establish regular reviews of absence records by the Chair or Division Chief.

F. Maintain absence records in the Department for length of time required by University policy.

Sample Form:

[image: image1.png]



Department of ________

Anticipated Absence Request Form
Submit the completed form to ___________ for approval.

Name:________________________________________________________
Date(s) of Absence:


Reason for Absence:


         □   Vacation
            □   Professional Meetings

            □   Other__________________________________


In case of emergency, I can be reached at:___________________________     

Source of travel support (if meeting):


Other physicians off at this time:


Date/Time Request turned in:


Approved by:

Section Chief:


Financial Files
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_____________________________________________________________________________________
SUBJECT:


Financial Files
_____________________________________________________________________________________
I.  PURPOSE
To ensure safety and storage of completed financial records.  

II.  REFERENCES
III. DEFINITIONS
A.
Financial records will consist of copies of completed documents involving financial transactions that have been submitted for processing and require specific action.  These actions may include depositing money, payment of invoices or the transferring of money within the University.  Examples are copies of Purchase Orders, Credit Card Transactions, Deposit Forms, etc., along with copies requiring backup documents.
.

IV. POLICY
University of Utah Policy and Procedures Manual found at: 


http://www.admin.utah.edu/ppmanual/1/1-12.html
V.  PROCEDURE
A. Financial records will be filed in a secure location.

B. At least monthly, the PI or designated representative will reconcile these financial records to the monthly management reports to ensure transactions requested have occurred, the transaction amount is accurate, and the transaction has occurred in a timely manner.

C. The PI or designated representative will consult with the appropriate University services department should discrepancies occur.

D. Once reconciled, the financial files will be kept by the initiating department/ORGID for the minimum time required by the University. 

Intellectual Property
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_____________________________________________________________________________________
SUBJECT:


Intellectual Property
_____________________________________________________________________________________
I.  PURPOSE
To establish a policy and related procedures for protecting intellectual property and lab experiments

II.  REFERENCES

University of Utah Policy and Procedures Manual  Patents and Inventions found at:


http://www.admin.utah.edu/ppmanual/6/6-4.html

Office of the VP of Research website on Research Integrity at:


http://www.research.utah.edu/integrity/index.html
III. DEFINITIONS
.

IV. POLICY
V.  PROCEDURE
A. The work done by University researchers (i.e. faculty, students, staff) is intellectual property owned by the university.  Although the Vice President for Research may approve exceptions, the University will retain ownership of any intellectual property generated from the efforts of its researchers.  

B.  Each full or part-time faculty, staff member, student employee or student participating in research is expected also to inform promptly the director of the University Technology Transfer Office concerning all inventions, improvements, and discoveries made as a result of University employment, or created through the use of time, facilities, equipment, and/or materials owned or paid for by or through the University or as a result of University employment or participation in research at the University; to cooperate with and assist the director of the University Technology Transfer Office in the handling of such matters; to execute all rightful papers and do necessary and proper acts to assist the University in obtaining, utilizing and enforcing patent protection on such matters, and to abide by and benefit from the patent policy of the University in effect during the inventor's respective associations with the University
Laboratory Records
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_____________________________________________________________________________________
SUBJECT:


Laboratory Records
_____________________________________________________________________________________
I.  PURPOSE
To ensure safety and storage of laboratory records.  

II.  REFERENCES
III. DEFINITIONS
.

IV. POLICY
University of Utah Policy and Procedures Manual found at: 

http://www.admin.utah.edu/ppmanual/1/1-12.html
V.  PROCEDURE
A. Lock lab areas and monitor who is given access.

B. Lock down computers-monitor access.

C. If human subject data are included in the records, HIPAA policies must be followed.

D. Backup data should include computer backups and copying lab books, notes, etc. Backups should be performed on a regular basis and stored in a secure location.
E. Close supervision by faculty members of data and work methods, including periodic review/discussion of lab procedures and data.
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_____________________________________________________________________________________
SUBJECT:


Limited Purchase Checks Policy and Procedures
_____________________________________________________________________________________
I.  PURPOSE

To establish responsibilities for initiation, review, and approval of the Limited

 Purchase Check.  

II. REFERENCES

Limited Purchasing Check Users Guide 

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

LPC Alert and Limited Purchase Check – Positive Pay found in the Accounts

Payable Website

http://www.ap.admin.utah.edu
http://www.ap.admin.utah.edu/LPC
III. DEFINITIONS
A.
Authorized Employee
Individual (other than Purchasing Agent) assigned by Principal Investigator or Supervisor to make purchase on their behalf.

B.   Limited Purchase Check

Limited Purchase Check may be used by the department for small purchases up to

the limit printed on the face of the check.  

C. Check Custodian
Employee who has signed for the checks and received proper training by the Accounts Payable Department to use University of Utah limited purchase checks for procurement.

D. Proper Administrative Approval
Employee other than check custodian authorized to sign for individual chart fields, as supervisor or dean’s office.
E. Financial Log or Database
Written or electronic log to track all purchases, deliveries, payments, and reconciliations.
F. Accounting Clerk
Any employee assigned to reconcile accounts other than Check Custodian.
G. Positive Pay Website

Site used by University of Utah accounts payable to record Limited Purchase Checks.

http://www.ap.admin.utah.edu/LPC/Open.pdf
IV. POLICY

See Policy and Procedures Manual Policy 3, Rev. 14.

V.  PROCEDURE
A. Authorized Employee requests a purchase to be made with a Limited Purchase Check.

B. Check Custodian determines appropriate use of Limited Purchase Check according to University of Utah Accounts Payable Policy and Procedures.  Check custodian also adheres to this policy regarding voided, spoiled, and stop payments on Limited Purchase Checks.

C. Check Custodian prepares limited purchase check and obtains proper administrative approval and issues limited purchase check to Authorized Employee.
D. Check Custodian records limited purchase check according to University of Utah Accounts Payable Policy and Procedures.

E. Check Custodian sends proper documentation and yellow copy to Accounts Payable immediately.

F. Check Custodian enters Limited Purchase Check number, purpose, payee, and amount into Limited Purchase Check record.

G. Check Custodian enters check into online LPC positive pay website.

H. Clerk enters check into financial log or database.

I. Accounting Clerk reconciles Limited Purchase Checks with monthly financial management reports.

J. Limited Purchase Checks are kept in locked drawer or file cabinet.

K. Upon termination of Check Custodian, all checks are immediately surrendered to Accounts Payable.

Limited Purchase Orders
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_____________________________________________________________________________________
SUBJECT:


Limited Purchase Orders
_____________________________________________________________________________________
I.  PURPOSE
To establish responsibilities for the initiation, approval, review, and disposition of University Limited Purchase Orders (LPOs) 

II.  REFERENCES
University of Utah Accounts Payable Preferred Methods of Procurement found at: http://www.ap.admin.utah.edu/PaymentMethod.pdf
Purchasing Department Quick Guide to Making a Purchase

http://www.purchasing.utah.edu/purchase/index.html
List of University Contracted Suppliers

http://www.purchasing.utah.edu/purchase/contracts/LINKS.htm

Directions for preparation and use of Limited Purchase Orders are found at: http://www.ap.admin.utah.edu/lpoagrmt.htm
A Limited Purchase Order Expenditure Review that details the information required for every field of the form can be found at:

 http://www.ap.admin.utah.edu/LPO_ExpRev.pdf
A Limited Purchase Order Agreement can be found at http://www.ap.admin.utah.edu/APForms.html#template
III. DEFINITIONS
A. Authorized Employee
Principal Investigator, Supervisor or an individual authorized to act on his/her behalf to request purchases be made for the department.

B. Clerk or Accounting Clerk
Any employee (other than LPO Custodian) assigned data entry or account reconciliation duties.
C. Financial Log or Database
Written or electronic log maintained and used to track all department purchases, deliveries, payments, and reconciliations. 
D. Limited Purchase Order (LPO)

Limited Purchase Orders are pre-numbered 3-part forms to be used by University departments for small dollar purchases of less than $5,000 from vendors outside the University.  (The form indicates the purchase should not exceed $3,000, but Accounts Payable can provide $5,000 stickers for  vendor copies.)

E. Limited Purchase Order (LPO) Custodian
Department employee who has received proper training by the Accounts Payable Department to use University of Utah LPOs for procurement.
F. Proper Administrative Approval
Principal Investigator, account executive, department chair/head, dean/director or authorized alternate.
IV.  POLICY
University of Utah Policy and Procedures Manual 3-7, Approvals Required for Financial Transactions  

http://www.admin.utah.edu/ppmanual/
University of Utah Policy and Procedures Manual 4-3, Small Purchases and Expedited Procurement

http://www.admin.utah.edu/ppmanual/
“Financial Accountability and Control” memorandum, November 11, 2003, Vice President Arnold B. Combe

V.  PROCEDURE
A. LPOs are obtained by written agreement from the Accounts Payable Department and kept by the LPO Custodian in a locked drawer or file cabinet.

B. Authorized Employee requests a purchase be made for the department.

C. LPO Custodian confirms that an LPO is the best purchasing method according to University of Utah and Accounts Payable Policy and Procedures.
D. LPO Custodian consults the Purchasing Department website before selecting a vendor.
E. LPO Custodian prepares the LPO according to applicable policy and procedures and obtains proper administrative approval.  

F. LPO Custodian issues LPO to vendor, retains the Department copy with any substantiating documentation and sends Accounts Payable copy to 405 Park.
G. LPO Custodian keeps the Department copy in a pending file until s/he determines that the product or service has been received.  S/he assures that corrections are made as needed.

H. Clerk enters LPO into financial log or database.

I. Accounting Clerk reconciles LPO purchases with the Monthly Financial Management Reports, initials and dates each statement, and obtains the review/approval of the PI or supervisor. 
J. LPO Custodian retains all processed LPOs for a period to be determined by the Department and in accordance with University Policy and Procedures.
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_____________________________________________________________________________________
SUBJECT:


Patient Records
_____________________________________________________________________________________
I.  PURPOSE
To ensure safety and storage of medical records of both patients and human research subjects.

II. REFERENCES
III. DEFINITIONS
.

IV. POLICY
University of Utah Policy and Procedures Manual found at: 
V.  PROCEDURE
A. All records, both physical and electronic, must be stored in a secure area, in compliance with current HIPAA and/or IRB guidelines.  Access to computers and file storage areas must be limited to employees with legitimate business needs for the information.

B. Paper records must be shred – never thrown into the trash.  If an outside company is used for shredding records, the Department must confirm that the company meets HIPAA requirements. Computer files must be completely deleted once the information is no longer needed.

C. Patient information discussed or attached to email must be sent through an approved Health Sciences email system and have the three letters “phi” (protected health information) included in the subject line.  This will ensure the email is protected through systems maintained by the Health Sciences Information Technology Department.

D. Copies, printers, faxes, etc. that receive patient information must be in areas of limited access.  Employees with access to these areas must be fully trained in HIPAA guidelines.

Patient Refund Check 
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_____________________________________________________________________________________
SUBJECT:


Patient Refund Check Policy
_____________________________________________________________________________________
I.  PURPOSE

To provide guidelines on refunding patients and insurance companies for overpayments.

II. REFERENCES

University of Utah Policies and Procedures Policy 2-26.1, Medical Practice Plan For The University Of Utah School Of Medicine Full-Time Faculty, http://www.admin.utah.edu/ppmanual/2/2-26-1.html
III. DEFINITIONS

MCMP – System used to enter clinical refund checks and clinical deposits into the University Peoplesoft financial system.


IDX – Patient accounting and accounts receivable subsidiary system.

IV. POLICY
1. Disbursements from the Clinical Income Account may include reimbursements to patients or insurance carriers for overpayments or refunds or transfer to University-based accounts. Disbursements from specific Clinical Income Accounts may be made by authorized individuals as designated by the Division Chief or Department Chair. Policy 2-26.1 V.C.
2. There should be separation of duties between the person responsible for requesting the patient refund check, the person responsible for processing the refund check, and the person authorizing the refund check.

3. Supporting documentation for refund checks should be reviewed prior to the refund check being processed.

4. Refund checks should be posted to the Peoplesoft general ledger (MCMP)  by someone who does not have the ability to post transactions in the IDX accounts receivable system.

5. The posting of refund checks in IDX should be limited to specific individuals.
6. Copies of the refund checks should be returned to the staff member who requested the refund to verify its authenticity.

7. Refund checks should be mailed from the departmental administrative office.

V.  PROCEDURE
A.
Overpayments are thoroughly researched to determine if an overpayment has occurred.

B.
Refund lists are prepared by the Financial Counselors and timely forwarded to the Billing Manager.  Each refund request must include proper supporting documentation.  Each Financial Counselor must sign each refund request or request log.

C 
The Billing Manager reviews and approves the refunds. The 901-adjustment code is used to post refunds to each patient account. A separate IDX refund batch will be created for each Financial Counselor.

D. 
Refund lists and batches are sent to the Clinical Administrative Manager for the Department or to the Director of University Medical Billing for departments who use UMB for review and approval. Refund checks are prepared by departmental accounting personnel.  The refund checks are then forwarded to the Clinical Administrative Manager or others who have signatory authority.

E
Refund check information is entered into the general ledger via MCMP.  Refund checks are then mailed directly from the department. 

F. 
Copies of the refund checks, batches, and lists are returned to the Billing Department.  The Financial Counselors are responsible for verifying the payer information and that the refund amounts are correct. They also are responsible for verifying that their individual refund lists have not been altered or changed.  After this information has been determined to be accurate, the Financial Counselors signs the refund list again, indicating that all the information has been verified and is correct. 

G. 
Refunds issued on amounts exceeding $5,000 will receive extra scrutiny by all parties involved in the request and approval process.
H.  
The IDX Patient Accounts Receivable general ledger account is reconciled at least monthly to IDX by the Financial Analyst.  The Financial Analyst will also do a random audit each month of refund checks issued.

Payroll
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_____________________________________________________________________________________
SUBJECT:


PAYROLL

_____________________________________________________________________________________
I.  PURPOSE

To provide a guiding policy and to establish procedures for the administration of payroll 
expenditures.

II. REFERENCES

University of Utah Policies and Procedures Policy 2-59

Additional Compensation and Overload Policy (staff version) Policy 2-67

Compensation Procedures http://www.hr.utah.edu/comp/proc

The Fair Labor Standards Act http://www.dol.gov/dol/compliance/comp-flsa.htm

The Equal Pay Act http://www.eeoc.gov/policy/epa.html

Title VII of the Civil Rights Act of 1964 http://www.eeoc.gov/policy/vii.html
III. DEFINITIONS

A. Additional Compensation 


Payment for services rendered by an employee in addition to base salary payable for the normal 
working activity contemplated by the terms of the employee's appointment. 


B. Appointment Period

The period of time in which effort is expended in the performance of services contemplated by the 
terms of the employee's appointment. 


1.  Where compensation is derived from state funds, the appointment period is not necessarily 
identical to the period of time during which compensation is paid. Example: For a faculty member 
holding a nine-month appointment, the appointment "begin" and "end" dates will ordinarily be 
August 16 and May 15 of the following year, respectively, although compensation may be paid 
over the twelve-month period starting on July 1 and ending on June 30, respectively. 


2. Compensation derived from a sponsored research contract or grant may be paid only for services 
performed during the period of time included within the appointment "begin" and "end" dates. 


C. Base Salary

The total compensation approved in advance as the amount payable from any funds administered 
by the university for normal and expected working time and effort, not in excess of 100% of full 
time, rendered by an employee for all services to be performed under all assignments designated 
on the Personnel Assignment Status Sheet during the appointment period. 


D. Consultation Agreement

An independent contractual agreement entered into by a university employee, acting outside the 
course and scope of employment and solely in a personal capacity, for the performance of 
consulting services, consistent with the university's consultation policy 


(Policy and Procedures No. 2-26). 

E. Exempt

An employee who is classified as exempt is not entitled to overtime pay for hours worked in excess of a normal 40-hour work week.  See Exemption Status under Fair Labor Standards Act below under IV.A.1.


F. Full-time

An employment relationship, applicable to both faculty and staff members, which requires a 
commitment of 100% of the individual's normal and expected working time and effort. Full-time 
employment (i.e., 100% FTE) is generally inconsistent with the acceptance of any other 
employment on a continuous or permanent basis. (Note: For other purposes, e.g., benefits, "full-
time" employment may be defined differently. 


G. Funds Administered by the University

Funds administered by the university include general funds, uniform school funds, mineral lease 
funds, grant and contract funds, restricted and unrestricted funds, auxiliary funds, plant funds, 
ASUU funds, development funds, and any other funds under the control of the university that are 
available for payment of compensation. 


H. Overload Status

An employment condition in which the total percent of full-time recorded on an employee's 
Personnel Assignment Status Sheet for all assignments held concurrently exceeds 100%. 


I. Sponsored Research Contract or Grant 


A contractual arrangement with a federal, state, private, or other non-university agency under 
which funds are made available and are administered by the university for a specified research or 
training project or program. 

IV. POLICY

The University of Utah maintains a Staff Compensation Program consistent with Title VII of the 
Civil Rights Act, the Equal Pay Act, the Fair Labor Standards Act and other Federal State and 
University regulations.

A.  FAIR LABOR STANDARDS ACT

1.  Exemption Status 



University employees are subject to the requirements of the Fair Labor Standards Act. 


Human Resources shall evaluate each job and determine which jobs satisfy the Fair Labor 

Standards Act exemption tests. The determination of exemption status shall be made 


based on the duties and responsibilities of the job.

2.  Minimum Wage


The University pays at least the current Federal minimum wage to all employees.


3.  Work Hours


The workweek at the University begins at 12:01 a.m. Saturday and ends at midnight the 


following Friday. Each department establishes standard hours of operation and schedules 


employees accordingly. Departments shall provide unpaid meal breaks and paid rest 


periods as appropriate.


a. Meal breaks are unpaid as long as the employee is completely relieved from duty 


(uninterrupted by work) for a period of at least 20 minutes.



b. University practice supports paid rest periods (breaks) for non-exempt employees.  


Rest periods may not be saved for later use, or used to compute additional pay. 


4.  Overtime/Compensatory Time


A Department may require employees to work overtime; however, supervisors will keep 


overtime hours to a minimum. The University provides overtime pay or compensatory 


time off to non-exempt employees whose work exceeds 40 hours in a workweek. 


Employees shall obtain their supervisor's approval prior to working overtime hours. 


Employees who do not obtain approval prior to working overtime hours may be subject to 

disciplinary action.


5.  Record Keeping


Each department maintains accurate time and attendance records for all employees within 


the department. Non-exempt employees must record the total number of hours actually 


worked each day including start and stop times. Exempt employees must record any full-


day absence.


6.  Employment of Minors


Employment of persons under the age of 18 is governed by the Fair Labor Standards Act.

B. PAY GUIDELINES



The University ensures that all employees are compensated fairly. 


1. 
Pay Adjustments



Pay increases are generally given as part of the annual budget cycle and implemented at 


the start of the fiscal year. Human Resources, together with department administration, 


examines issues that arise outside the annual budget cycle. All off-cycle salary 



adjustments receive review and approval from the cognizant Vice President/Dean. Some 


examples of issues that may be addressed off-cycle are the following:



a. Transfers and Reclassifications



Employees who are promoted may be eligible for a pay increase in connection with the 


transfer or reclassification; however, employees whose transfer or reclassification results 


in a lateral move or demotion shall not receive a pay increase in connection with the 


action and may receive a pay decrease as determined by department administration.



b. Market Adjustments



Human Resources collects and analyzes market data for common jobs, also known as 


benchmark jobs, on an ongoing basis. Periodically, a job may be moved to a different pay 

grade. Human Resources may recommend that market adjustments be given to employees 

in affected jobs.



c. Other Salary Adjustments



Employee retention issues related to competitive offers, critical market conditions or 


resolution of departmental salary inequity are additional reasons for off-cycle salary 


adjustments. Off-cycle salary adjustments shall not be used to reward performance. Merit 


adjustments are awarded through the annual budget cycle. 

C.
PAY ADDITIVES


Pay additives shall be given in addition to an employee's regular pay for specific reasons 


as described below. Pay additives do not increase the employee's base pay. 



a. On-Call and Callback



The University compensates non-exempt employees who are required to remain on-call 


and/or who are called back to work.



b. Pay Differentials



The University may provide a pay differential for hours worked in the capacity for which 


the differential was implemented. Human Resources shall establish differential rates. The 


use of pay differentials is limited to areas that have been pre-approved by Human 


Resources, department administration and the cognizant Vice President/Dean.



c. Additional Compensation



Additional compensation may be used to compensate exempt staff employees for 


additional temporary efforts or assignments that significantly deviate from the job's 


normal expectations.  Please see Additional Compensation form for specific signature 


requirements and limitations.


d. Bonus/Incentive Compensation



The University may authorize the use of bonus payments to compensate staff employees 


as a part of a documented performance management program. The use of bonus payments 


is limited to areas that have been pre-approved by Human Resources, department 


administration and the cognizant Vice President/Dean.


D.
EXCEPTIONS TO POLICY 



Exceptions to the staff compensation policy require the review of Compensation 



Management and the approval of the Vice President of Human Resources. 

V.  PROCEDURE
A. Faculty shall report to department representative dates and purpose of time taken for meetings, vacation, illness, or consultation.  Department representative shall maintain record of such time and provide periodic reports of accruals, time taken in appropriate detail, and balances available by category (meetings, vacation, sick leave, consulting time).

B. Exempt employees shall report to department payroll reporter dates and nature of time taken for vacation, illness, or department-approved education by completing departmental leave form including date(s) and signature(s).  Exempt may enter time out of department directly in Kronos, or may request Payroll Reporter to enter time into Kronos.  Payroll Reporter will verify supervisor approval of time out of department, will confirm that adequate accruals are available for time out of department being charged, and will enter employee’s time in Kronos where applicable.  If the employee has entered his/her time into Kronos directly, the Payroll Reporter will verify the accuracy of the time reported in Kronos with the reported and approved time submitted.
C. Non-exempt and Hourly employees shall track and report hours worked and non-worked hours either by directly entering in Kronos, or by paper time sheet which will be entered by the department payroll reporter into Kronos.  Non-exempt and Hourly employees shall report to the department payroll reporter dates and nature of non-worked paid hours taken for vacation, illness, or department-approved education by completing departmental leave form including date(s) and signature(s).  Payroll reporter will verify supervisor approval of hours worked and time out of department, and will confirm that adequate accruals are available for time out of department being charged.  When applicable, payroll reporter will enter 
employee’s time in Kronos.  If the employee has entered his/her time into Kronos directly, the payroll reporter will verify the accuracy of the time reported in Kronos with the reported and approved time submitted.

D. In addition to the above, payroll reporters will print payroll reports with appropriate relevant employee information to provide to supervisors and/or managers and for department records.
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_____________________________________________________________________________________
SUBJECT:


Petty Cash
_____________________________________________________________________________________
I.  PURPOSE
To establish a policy and related procedures for administering petty cash funds

II.  REFERENCES
University of Utah Policy and Procedures Manual found at: http://www.admin.utah.edu/ppmanual/3/3-4.html
III. DEFINITIONS
IV. POLICY
University of Utah Policy and Procedures Manual found at: http://www.admin.utah.edu/ppmanual/3/3-4.html
V.  PROCEDURE
A. One person will be designated as the custodian of petty cash.

B. The supervisor of the petty cash custodian will review with him/her cash expenditures for appropriateness on a periodic basis.

C. Periodic surprise counts of the petty cash fund should be performed by someone other than the custodian

D. All petty cash funds must be physically secured in a lock box of locked cabinet.

E. The person being reimbursed signs for the cash reimbursement.

F. Petty cash funds are prohibited from being used for personal use such as personal expenses, personal loans, cashing personal checks.

G. Receipts are cancelled or controlled to prevent duplicate payment.

H. The supervisor will also make periodic documented cash counts and reconcile the fund.

I. A review of the size and need of the fund will be performed periodically.  Petty cash funds should only be maintained by a department if necessary.  The amount of the fund should not exceed 2 months of usual expenditures.

J. Detailed records of disbursements shall be maintained by the petty cash custodian.
K. Original receipts are required.

L. Petty cash receipts shall contain the date, business purpose, amount and signature of the payee.
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_____________________________________________________________________________________
SUBJECT:


Purchase Card Policy and Procedures 

_____________________________________________________________________________________
I.  PURPOSE

To establish responsibilities for review, approval and signing of the purchase card for University 
of Utah procurement.

II. REFERENCES

See http://www.purchasing.utah.edu/pcard/index.html

III. DEFINITIONS
A. Authorized Employee
Individual (other than Purchasing Agent) assigned by Principal Investigator or Supervisor to make purchase on their behalf.

B. Request Order
Internal document completed by authorized employee requesting purchase of items for University of Utah purposes.

C. Purchasing Agent
Individual who has received proper training by the Purchasing Department to use University of Utah purchasing card for procurement.

D. Proper Administrative Approval
Employee authorized to sign for individual chartfields and department purchases.

E. Clerk
Employee other than purchasing agent assigned to perform particular duty.

F. Log or Database
Written or electronic log to track all purchases, deliveries, payments, reallocation and reconciliations.

G. Purchasing Card Reallocator
Individual (other than Purchasing Agent) who has obtained training through Purchasing Department to assign chartfields to appropriate transactions for purpose of payment.  

H. Accounting Staff
Any employee assigned to reconcile accounts other than Purchasing Agent.
IV. POLICY

See University of Utah Policies and Procedures Manual, Policy 3, Rev:14, Financial Section

V.  PROCEDURE

A. Authorized employee initiates purchase by completing request order for procurement of item and submits to purchasing agent. 

B. Purchasing agent determines best purchasing method to use to procure item(s).
C. Purchasing agent contacts vendor with request and issues purchasing card number for payment.

D. Purchasing agent assigns a sequential number to identify transaction, records confirmation number and relevant terms, such as price and quantity and delivery dates on request order.

E. Purchasing agent obtains proper administrative approval for final sign off of purchase.

F. Clerk enters document into purchasing log or database.

G. Order is received in a centralized location and documented on receiving list.  Packing slip is pulled and recorded into log or database.

H. Items are delivered to authorized employee and signature is obtained from individual who receives the goods to document receipt of delivery.

I. Invoices are received by fax or mail and attached to request order by clerk.

J. The Purchasing Card Reallocator pulls the Peoplesoft report of all credit card transactions that pertains to each purchasing card holder.

K. Purchasing Card Reallocator enters appropriate chartfield to charge transaction into Peoplesoft purchasing card system.
L. Purchasing Card Reallocator enters paid transaction into log or database.

M. Purchasing Card Reallocator matches sequential number to purchasing card transaction monthly statement and has cardholder and administrator approve statement.
N. Accounting staff reconciles each purchasing transaction on log or database on a monthly basis against the Peoplesoft Management Report.
O. All original transactions are kept onsite for annual audit performed by University Purchasing Card Auditors.
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_____________________________________________________________________________________
SUBJECT:


Staff payroll
_____________________________________________________________________________________
I.  PURPOSE
To ensure employees are paid properly

II.  REFERENCES
III. DEFINITIONS
.

IV. POLICY
University of Utah Policy and Procedures Manual found at: 

http://www.admin.utah.edu/ppmanual/2/2-59.html

V.  PROCEDURE
A. Employees should enter their own hours in Kronos, punch a time clock, or submit a timesheet signed by themselves and their supervisors.

B. Section supervisors (lab, division, etc.) should approve Kronos entries  by employees working under their supervision, with payroll reporters signing off on the employees’ time after approvals

C. Time off report forms listing reasons (i.e. vacation, sick, personal preference, jury duty, etc.) must be turned in every pay period that an employee takes time off.  The forms should be signed by the direct supervisor and turned into the payroll reporter.

D. If a supervisor cannot sign his or her approval before the end of pay period for any reason, the time off report form should be turned in by the employee to the payroll reporter, with the supervisor signing it retroactively.  Unapproved time off can be adjusted on the following pay period.  A record of this adjustment (including the original form and reason for the adjustment) must be kept in payroll files for audit and legal purposes.

E. When time off can be anticipated in advance, employees should also sign time off request/notification forms for the times they plan to take off.  These times must be approved with supervisor signatures and turned in to the payroll reporter.  

F. Except in extraordinary circumstances, overtime for non-exempt employees should be approved in advance by supervisors.  Signature approval is necessary for any overtime worked by non-exempt employees.  

G. In addition to keeping all time off forms and time sheets in payroll files, payroll reporters should keep a log of employee time off for quick reference.  These records must be kept throughout the payroll/calendar year and should be retained during the fiscal years for which they apply.  Keeping time records for one calendar year following the current calendar year would satisfy both provisions.

Travel
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_____________________________________________________________________________________
SUBJECT:


TRAVEL
_____________________________________________________________________________________
I.  PURPOSE

To establish a travel authorization and expense reimbursement policy for official University travel. 

II.  REFERENCES


University of Utah Policy and Procedures 3-7, Approvals Required for Financial Transactions

University of Utah Policy and Procedures 3-11, Recruitment and Entertainment Expenses Reimbursement Policy

University of Utah Policy and Procedures 4-1, University Procurement
University of Utah Policy and Procedures 3-10, Travel Policy

http://www.admin.utah.edu/ppmanual/framed-index.html
III. DEFINITIONS
University Travel – Travel on University business that requires the traveler to be away from home or normal place of employment for a period of time that includes an overnight stay or that requires the use of air transportation.  Commuting between an employee’s home and regular place of employment is not official University travel.

 Domestic Travel – travel within and between any of the states, territories, and possessions of the United States of America, and Canada

Foreign Travel – travel outside the United States, its territories and possessions, and Canada or as specifically defined by contracting or granting agencies

Extended-day Travel – travel on University business that requires the traveler to be away from his/her normal place of employment ten hours or more and a distance of at least 100 miles (one way), not requiring an overnight stay.

In-Lieu-of-Airfare Rate – a rate of reimbursement for other modes of travel, which is based upon the lesser of a rate established by contract between the University and a specific airline or the lowest practical airline fare (including applicable discounts, special fares, charters, etc.) available for airline flights which will reasonably accommodate the traveler’s schedule. 
University of Utah Travel Form – a uniquely numbered 3-part form provided by the University Travel Department and comprised of the Travel Pre-Trip Request, Early Reimbursement, and Final Travel Reimbursement (see E, F, & G). 

Travel Pre-Trip Request - page 1 of the University of Utah Travel form, used to authorize foreign travel paid from federal contracts or grants and to provide advance payment and/or encumbrance of associated travel costs, i.e., conference registrations, hotel deposits, airfare, etc.

Early Reimbursement Form,  – the 2nd page of the University of Utah Travel form used to authorize reimbursement to traveler for expenses paid out of pocket prior to the trip.  Expenses include but are not limited to airfare, hotel, meeting registration etc.

Final Travel Reimbursement  – the 3rd page of the University of Utah Travel form used to authorize reimbursement of travel costs incurred by the traveler while on University business, and to provide documentation supporting all travel expenditures.

Account Executive – an individual responsible for the administration of funds available to and expended by an entity or project.

Daily Meal Recap Form – an optional form generated by the department used to document actual meal expenses (not required if meals are reimbursed on a per diem basis).  Meals costing $10 or more must be documented by a receipt.

Check Request Form – document used to reimburse non-University traveler for travel expenses paid by University funds ONLY if airfare is not booked by University travel agency.  (If airfare is booked by University, then a travel request form is needed.)

Internal Travel Summary Form – an optional internal document for department use only that serves to inform the traveler’s supervisor and the Travel Clerk of the traveler’s plans and the source of funding for the travel.  It will be completed and signed by the traveler prior to the trip documenting the dates of travel, preferred airfare times and airline (optional), any hotel or registration requirements (with documentation provided), and, most importantly, details on travel funding to be made by sponsors outside the University of Utah.

Travel Clerk – the person responsible for collecting the necessary documentation from the traveler through the entire travel process.   This includes the Internal Travel Summary Form, the travel advance documents, all registration and hotel documents, airfare requests and itineraries supplied by the travel office.  This person is responsible for making sure the travel forms are completed correctly before obtaining signatures and sending to Travel Department for processing.

Travel Log – a document maintained within the department for all travel information.  It will include the  name of the traveler, Travel Request Form Number, dates of  travel, amount of reimbursement, date sent to Travel Department, date reimbursement check given or sent to traveler, and anything else deemed necessary.
IV.  POLICY

A. 
Advance Approval Requirement 

Reimbursement requests for foreign travel paid from federal contracts and grants will be submitted by the Travel Department to the Research Accounting Department for approval prior to processing.  To be reimbursed for foreign travel, receipts must be converted to US Dollars.  Explanations of expenditures must be in English, either on each receipt or included in a cover letter referencing each receipt.  The website which can help convert currency is http://www.oanda.com/converter/classic, and a helpful currency cheat sheet is found at http://www.oanda.com/converter/travel
No employee may approve travel, cash advances, prepaid expenses or expense reimbursements for himself/herself.  Such costs must be approved by an authorized higher level of authority.   All travel charged to sponsored projects must meet the provisions of the sponsoring agency or, if more restrictive, University policies.

Administrative units within individual departments, schools, or colleges may require advance approval of travel as determined to meet their individual oversight responsibilities.

B.
Allowable Travel Rate

Reimbursement of travel related expenses is subject to compliance with the provisions of and the rates specified in the University of Utah Schedule of Allowable Travel Rates in effect when the travel occurred.  This schedule can be found at: http://www.travel.utah.edu/schedule.htm.  The Schedule of Allowable Travel Rates will be revised from time to time by the Vice President for Administrative Services.  It includes private automobile mileage, meal per diem, extended day meal, non-conventional lodging, airport parking, self-insurance, automobile rental and business and telephone calls. 

Submission of Travel Reimbursement Requests

All travel reimbursements must be accompanied by pertinent conference brochures, agendas, schedules of meetings, or a concise statement of the purpose, destination, and dates of the trip.  These documents are subject to review by Internal Audit, the State Auditor, and other governmental agencies.

For budgetary and timely accounting purposes, Travel Reimbursement Requests should be submitted to the Travel Department with appropriate supporting documentation within twenty business days after the conclusion of the travel.  In accordance with IRS regulations, any travel costs including airfare, prepaids and advances, not substantiated within 60 calendar days from the conclusion of the travel must be treated as taxable compensation to the traveler.  The amounts will be added TO the traveler’s gross salary for the year and will be subject to withholding and employment taxes.  

Insurance

Insurance coverage offered by automobile rental agencies should not be purchased (and reimbursement will not be made to the traveler), with two exceptions.  First, auto liability and the loss damage waiver (LDW) coverage should be purchased from rental agencies for any vehicle rented outside of the United States or Canada.  Second, the loss damage waiver should be purchased when renting vehicles larger than passenger vans.  University travelers should charge the costs of any rental vehicle to their corporate Diner’s Club or personal credit card and, if possible, should utilize the rental agencies which are under state contract (contract numbers required).  University travelers who rent a vehicle while traveling on University business will be charged a self-insurance fee as specified in the Schedule of Allowable Travel Rates, unless the traveler uses one of the state contracts for rental vehicles as found at:
http://www.utah.edu/risk_management/vehicle/auto_insurance_provisions/rentalvehicles/obtaining_rental_vehicles.htm. 

Insurance coverage will be reduced or revoked, however, if it is determined that the traveler is driving: 1) under the influence of drugs or alcohol; 2) with an improper, expired or revoked driver’s license, or 3) while on non-University business.  The University does not provide insurance coverage for a traveler’s personal property.  Specific questions regarding insurance coverage should be directed to the University’s Risk Manager.  (See paragraph V.B.4. for information regarding insurance waivers.)

Exceptions

With the exception of the 60 day tax rule described in IV.C., cognizant vice presidents may authorize individual exceptions to this policy upon written justification showing cause for noncompliance.
V.  REIMBURSABLE COSTS

A.
General Principles

G. When University faculty, staff, or students are authorized to travel on University business, and travel funds are available for this purpose, the University will pay reasonable expenses subject to maximum amounts specified in the current Schedule of Allowable Travel Rates.  When University funds are not available to reimburse all expenses, an individual is not obligated to travel. However, if s/he chooses to travel, it is expected that the traveler will assume the remainder of the cost. (See V.C.6. of this policy).  Original, itemized receipts must be submitted with the Travel Reimbursement Request for reimbursement of any individual or per item expense of $25 or more.  Expenses less than $25 without a receipt must be itemized and explained.
H. 
I. Travel Reimbursement Request forms must be limited to the traveler's personally incurred expenses. Except as provided in paragraph V.A.9., below, traveler or claimant may not request approval or reimbursement for the expenses of another traveler.

J. When traveling within an area that will allow the traveler to return to work or home the same day, prepaid costs and cost reimbursements for items such as registrations, entertainment and automobile mileage should be submitted for payment on a Check Request through the Accounts Payable Department.  
K. Whenever non-University employees are authorized to travel on University business, the University will pay reasonable transportation, lodging, and actual meal costs (subject to maximum amounts see paragraph V.A.6) or a per diem for meals and incidentals in accordance with this policy, upon approval by the account executive, dean or cognizant vice president. Payment should be requested on a Check Request including the traveler's Social Security Number.  However, if the University of Utah books the airfare for this non-University employee, a travel request/reimbursement form should be used rather than a Check Request.
L. If the traveler chooses to be reimbursed for actual meal costs, a Daily Meal Recap Form generated by the department (optional) should be completed and receipts should be submitted for all meals of $10 or more. The original cash or credit card receipt is required for reimbursement. The detachable portion of a restaurant ticket is not acceptable. Actual meal costs will be reimbursed at an amount not to exceed the greater of $50 or 120% of the applicable per diem rate.  Receipts are not required if per diem reimbursement is requested.  The per diem rates can be found at: http://policyworks.gov/org/main/mt/homepage/mtt/perdiem/perd05d.html 
M. 
N. 
O. Requests for payment of University group or team travel should be processed in accordance with this policy except that a single Travel Reimbursement Request may be submitted for the entire group or team.

P. Airline ticketing may be arranged through any travel agency selected by the University traveler, including the State of Utah Travel Department and its authorized travel agent. The State Travel Department has contracted with various airlines to provide city pair rates which may be cost beneficial to the University traveler. These city pair rates are only available, however, through the state's authorized travel agent (for more information, contact the Travel Department at 581-7142 or visit their website at: http://www.travel.utah.edu).   State contract, city pair rates are not available for personal travel.  
Q. Reasonable and necessary lodging costs (room rental and related taxes), will be reimbursed. Conference lodging will be reimbursed at the lowest available single occupancy room rate. Original itemized receipts are required for reimbursement of these costs. Credit card vouchers are not acceptable.  
R. Lodging costs in excess of single room rate will not be reimbursed except when the additional occupant is an authorized University traveler.

S. When University travelers, on official travel status, obtain non-conventional lodging (i.e., friends, relatives, etc.) they will be reimbursed at the daily rate authorized in the Schedule of Allowable Travel Rates. Token payments or other forms of compensation will not be reimbursed.

B.
Transportation Costs

F. 1.
If the traveler is required to be on travel status an increased length of time in order to obtain a reduced transportation cost, additional expenses incurred for lodging and meals will be reimbursed only if overall travel cost savings result. Nothing in this paragraph should be interpreted as a requirement to extend University travel beyond that required to conduct University business. 
G. 2.
The University will pay transportation costs based on the lowest practical scheduled rates other than first class and business class. Exceptions may be made for special circumstances such as health reasons, if supported by a letter of justification attached to the Travel Reimbursement Request Form and approved by the cognizant vice president.  Public transportation 
H. should be utilized whenever practical. 
I. 
J. 3.
When renting an automobile within the United States and Canada, travelers should use rental agencies which are under State contract to take advantage of insurance coverage (specific contract numbers are required, see http://www.travel.utah.edu). The vehicle rented by the traveler should result in the lowest cost to the University. Regardless of the agency selected, travelers should charge the costs of any rental vehicle to a corporate Diner's Club or personal credit card.

K. 4.
When renting an automobile outside the United States or Canada, the traveler should purchase the auto liability and the loss damage waiver insurance coverage from the agency. These costs will be reimbursed. The rental and insurance costs should be charged to a corporate Diner's Club or personal credit card. With respect to car rental insurance, travel to U.S. territories will be considered foreign travel.

L. 5.

M. 
N. Transportation by private automobile will be reimbursed at the approved mileage rate or the applicable in-lieu-of airfare rate, whichever is lower. The approved mileage rate is the rate in the current Schedule of Allowable Travel Rates. Reimbursement of private automobile mileage must be supported by a mileage log with dates and destinations.

O. 
P. If two or more persons travel in one private automobile, the reimbursable transportation expenses will be limited to the lesser of (a) mileage allowance for the automobile or (b) the combined costs of the in-lieu-of airfare rates for all persons on approved travel status traveling in the automobile.

Q. When transportation is by University vehicle, reimbursable transportation expenses will be limited to actual costs incurred for fuel, oil, and necessary vehicular maintenance and repairs supported by receipt or invoice.

R. Travel costs incurred for the use of a private aircraft will be reimbursed either on the basis of the in-lieu-of airfare rate or at the approved mileage rate for automobiles, whichever is less. The University does not provide accident insurance to personnel traveling by private or licensed charter aircraft. Insurance coverage for licensed charter flights is limited to the coverage provided by the charter company, if any.

S. Travel insurance costs, including car rental insurance while traveling within the United States and Canada or insurance purchased for the benefit of the traveler or a beneficiary designated by the traveler (e.g., personal effects coverage, accidental death, injury, or dismemberment insurance) are not reimbursable costs under this policy.

C.
Non-transportation Costs

L. When properly authorized, the University will reimburse persons traveling on University business for non-transportation costs in accordance with the Schedule of Allowable Travel Rates in effect during the period of such travel.  These costs include meals, lodging, registration fees for conferences or meetings, rental cars, and business and personal telephone calls (see #4 below).
M. 
N. 
O. 
P. Business related recruitment or entertainment expenses in connection with a specific trip will be reimbursed on a Travel Reimbursement Request, subject to compliance with the requirements of Policy No. 3-11. See the Schedule of Allowable Travel Rates for specifics regarding per diem allowances and recruitment and entertainment expenses.

Q. 
R. 
S. Necessary expenses actually incurred in excess of established reimbursement rates will be allowed when required by exceptional or extraordinary considerations and written justification is submitted with the Travel Reimbursement Request Form and approved by the cognizant vice president. Original itemized receipts and other supporting documentation must be submitted in support of any claim for reimbursement for above-normal expenses.

T. University business related telephone calls made while in travel status are reimbursable. Calls to the University should be made on the University WATS system (1-800-444-8638). When traveling in distant cities, calls to cities other than Salt Lake City may be billed to the University department's telephone credit card number. Information about telephone credit cards may be obtained from NetCom or at http://www.telcom.utah.edu/  Personal telephone calls to the University traveler's home or place of residence will be reimbursed in an amount not to exceed $5 per day. Exceptions may be authorized by the cognizant vice president.
D.
Advances

K. University funded advances for estimated expenses will ordinarily not be issued to University travelers. Costs of travel may be charged on charge cards available through the University to qualifying travelers. Under unusual circumstances, University funded travel advances may be obtained by submitting the request with a written explanation, signed by the cognizant vice president, supporting the request for the advance. University funded travel advances will not be made to travelers who have failed to properly clear prior advances. While on travel status, emergency cash may be obtained on a Diner's Card at participating ATM locations. Diner's Card holders, however, must submit a separate application and receive a PIN number to participate in this program. A nominal fee will be charged for each business transaction which will be reimbursable to the traveler. Travel Reimbursement Requests must be submitted within fifteen business days of the trip return date.

L. Corporate Charge Cards

Diner's Club and American Express corporate charge cards are available to most University employees to be used for travel and other University business. The cards are issued in the employee's name. Contact the Travel Department for application forms.

Authorized travel costs charged on corporate charge cards should be submitted for reimbursement in a timely manner. Payment of all charges on corporate charge cards is the responsibility of the card holder. Payment is due the card company in full upon receipt of the monthly billing statement. Special arrangements exempt the cards from membership fees. Interest is not charged, but a delinquency charge is assessed by the card company on past due accounts. Delinquency charges will not be reimbursed by the University.

Corporate charge cards must be surrendered upon termination of employment at the University.

With an approved Travel Request, the Diner's Club corporate charge card will allow travelers to obtain travelers checks from the University cashier's office.

F.
Expenses Payable in Part from Non-University Sources

When travel expenses are to be paid in part by non-University sources, only those expenses not paid from other sources will be reimbursed by the University, subject to the provisions of this policy. The Travel Reimbursement Request Form should indicate to what extent travel expenses will be paid by a non-University entity. If the reimbursement is paid directly to either the University or the traveler by the sponsoring agency, the traveler should claim total reimbursement and provide either a copy of the departmental deposit for the reimbursed portion or attach the check from the sponsoring agency. The Travel Office will deposit the check into the account to be charged for the reimbursement.
VI.  PROCEDURE
A.





The travel clerk will ensure that all first-time travelers are adequately informed of the University Travel Policy and Procedures and this Health Sciences Center Travel Policy Best Practices.  The Travel Clerk will ensure that the traveler is especially aware of the need to keep all original receipts for later reimbursement.  The traveler will be given specific information regarding rental car and insurance as described in IV.D. 

B.
The Travel Clerk will obtain Travel Request Forms from the Travel Department and store them in a secure location.  The Travel Clerk will create a Travel Log to track the department travel activities and the documents pertaining thereto.   

C.
The traveler will complete the Internal Travel Summary Form, providing as many details as possible, especially information regarding outside funding (if any) , obtain supervisory approval and submit it to the Travel Clerk for initiation of the University Travel Request Form. 
D.
The Travel Clerk will use the information from the Internal Travel Summary Form to complete the Travel Request Form, and obtain the traveler’s signature and that of the appropriate Principal Investigator, account executive, department chair/head, dean/director or authorized alternate.
E.
The travel clerk will ensure that any foreign travel is authorized if payment is to be made using grant funds.  If there are questions as to whether foreign travel is allowed, the travel clerk will contact the Office of Sponsored Projects or Research Accounting to verify.
F.
The Travel Clerk will determine and inform the traveler of the appropriate per diem rate according to the city of destination (http://policyworks.gov/org/main/mt/homepage/mtt/perdiem/perd05d.html) 
G.
If the traveler requires that the University book the airfare, the Travel Clerk should contact the on-site travel agency or one of the other travel agencies as listed at website http://www.travel.utah.edu/travel.htm before sending through the Travel Pre-Trip Request.
1. If using the on-site travel agency go to http://www.travel.utah.edu/.  Click on “Request Airfare Reservation” or contact someone via phone using the information at http://www.travel.utah.edu/contact.htm.  The Travel Clerk should be prepared to provide the traveler’s name, SS#, dates of travel, any preferences on airline and times, seat preferences, frequent flier numbers (if any), and the travel number taken from the Travel Request Form.  State of Utah Government Airfare Rates are available at http://www.travel.utah.edu/contract.htm or from the State Travel Office.  The on-site travel agency will confirm the reservation via email or phone to the Travel Clerk. 
2. If the travel is being paid from government funds, the travel must be in compliance with the Fly America Act which requires travel with a U.S. flag air carrier.  More information and exceptions to this act can be found at http://www.utah.edu/research_accounting/FlyAmericaAct.htm   
A. 
H.  
The Travel Clerk will complete the Travel Pre-Trip Request as needed.  
This form may be used for the following reasons:  1) An advance of funds is needed for the traveler;  2) Hotel, airfare, registration or other items need to be prepaid;  3) it is foreign travel paid from a grant.  The top section of the form always needs to be completed including the Chart Field Distribution section and Trip Information.  Other information will need to be completed depending on what payment needs to be made.  See below for detail. If the traveler is not a University of Utah employee, he/she is not required to sign the travel request document.  However, travel REIMBURSEMENT documents are required to be signed by all travelers (including non-University) in compliance with IRS guidelines.
1. 


Any cash advance to be given the traveler is noted under the “Estimate” column where it references ‘cash advance.’    The amount of the advance is noted here and the box “Diners” should be checked if the traveler has a Diner’s Club Card.  Otherwise the box “Dept” should be checked.   The traveler signs and dates under “Pre-Trip Authorization”, the travel clerk obtains other appropriate signatures, makes copies, and sends the Travel Pre-Trip Request to the cognizant vice president along with a letter justifying why the advance is needed.  It may take up to 24 hours for processing.  The traveler or other authorized designee (with written permission from the traveler) can go to Income Accounting (cashier) in the Student Services Building (SSB) to pick up the advance.
  
2.
If  hotel, registration or other fees need to be prepaid, the Travel Clerk  will fill out the Chart Field Distribution and Trip Payment Information section showing the hotel or other prepayment to be made,  Travel Clerk obtains signatures as detailed in #1 above and sends the Travel Pre-Trip Request  to the Travel Department along with appropriate documentation relating to the prepayments (such as meeting or hotel registration information).  


3.

1. 
2. 
3. 
ii. Foreign Travel must be approved by the cognizant dean or vice president.  Foreign travel
 paid from grant funds must be approved by Research Accounting.  The Travel Pre-Trip Request must be completed, signed, and approved as detailed above and sent to the Travel Department. 
I.
The Travel Clerk will complete the Early Reimbursement form as needed.  
In the event the traveler has prepaid for airfare, lodging or registration etc., and needs to be reimbursed before the trip, the travel clerk will prepare the Early Reimbursement page of the University of Utah Travel Form.  General information is needed as well as the chartfield distribution section and the trip payment information.  The Expense Description section should be completed and the actual expenses to be reimbursed at this time should be listed in the “Actual” column.  The difference due traveler shows the amount of early reimbursement requested.  Signatures and approvals should be in the “Reimbursement Authorization” section.    Travel Clerk will send the Early Reimbursement form and appropriate documentation such as original receipts etc. to the Travel Department.
J.
The Final Travel Reimbursement will be completed as follows:
1. This form must be submitted within 20 days after the trip.  It should be completed by the traveler with the help of the travel clerk to determine the amount owed back to the University or owed to the traveler.  Anything unusual should be documented in the Comments section.  

2. The traveler should provide ORIGINAL receipts for all travel expenses;  copies are not acceptable under IRS guidelines. 
3. See Reimbursable Costs in Section V above.
4. If the traveler was given a check from an outside funding source for all or part of the travel cost, it must be submitted with the Final Travel Reimbursement   These checks from outside sources, whether made payable to the traveler or to the University of Utah should be stamped “For Deposit Only” and the project or activity number noted on the check.  In these instances, the traveler will claim ALL expenses.  The check will be deposited by travel into the appropriate project or activity that paid for the travel.

5. University travelers who rent a vehicle while traveling on University business should be aware of Policy 4D above. 
6. Reimbursements for foreign travel require approval from the cognizant dean or vice president.  Foreign receipts must be converted to U.S. dollars. Explanations of expenditures must be in English, either on each receipt or included in a cover letter and referenced to the receipts.  The website which can help convert currency is http://www.oanda.com/converter/classic and a helpful currency cheat sheet is found at http://www.oanda.com/converter/travel 
7. When reimbursement is needed for a business meal, the Dean is required to sign.  Documentation as to what was discussed during the meal, a list of attendees, along with travel numbers (if any) is also required.

8. Signatures and approvals must be in the “Reimbursement Authorization” section.  The travel clerk will retain copies of the form and all backup documentation before sending it to the Travel Department.  If the traveler owes money back to the University, the travel reimbursement form must include this check payable to the University of Utah.  
A. 

B. 

K.
Any exception to policy must be documented in writing by the traveler and authorized by the cognizant v
ice president.
L.
The Travel Department usually issues reimbursement checks 

within 5 business days of receiving paperwork.  If a check is to be held for pickup, it must be boldly stated on the travel reimbursement form under the COMMENTS section.

M. 

If it becomes necessary to amend a travel request, the travel clerk should obtain a copy of the last submitted travel request, fill in the changes that are needed and write “AMENDED” on the top of the copy.  The travel clerk should make copies and send documents to the Travel Department for processing.

N.

The travel clerk will reconcile all travel expenses with the Financial Management Reports.  If payments were pre-paid, the audit trail could include several months of charges.  When reconciling travel expenses, the travel clerk should be aware that travel booked through the University Travel Agent will incur a $12 fee; the State Travel Department charges a $30 fee, and the Travel Department charges a $5 audit fee for every University of Utah Travel Form that is processed. If there are any discrepancies, the travel clerk is responsible for contacting the Travel Office and straightening out the problem.  If the traveler feels that he/she wasn’t reimbursed appropriately, a letter of justification should be drafted, approved by the PI, cognizant dean, or vice president and sent to the Travel Office.  Once all of the charges have been reconciled, including the traveler’s reimbursement, and the Travel Log updated, the travel form can be considered completed.
O.
Department copies of all University of Utah Travel forms may include personal or sensitive information and should be kept in a locked file or cabinet by the Travel Clerk.   These documents are to be kept for a period to be determined by the Department and in accordance with University Policy and Procedures.

1. 
2. 
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