Department Chair 

Accounting Procedures Training

Procurement Credit Cards Issued to Employees
· Applications are in Business Office

· Only the employee that was issued the procurement card may use the card
· Purchases limited to maximum dollar amount per day ($500) and per month ($1,000)
· No travel or food

· Keep all receipts

· Upon receipt of statement - attach receipts to monthly statement for submission to manager  within three (3) days for approval each month 
Cash Reimbursements and Prepayments – Revolving Cash Claim (form #7261)
· Non-food supplies limited to no more than $150 per day per vendor
· Conference fees up to $150.00

· Submit to Business Office at least a week in advance of date check is required

Expense Claims (form # 7027) 
· Supplies purchases greater than $150, but not greater than $500 per vendor per day. Anything more than $500 is at the employee’s personal expense.
· Food items up to $500

· Travel expenditures – contact Business Office for applicable rules for reimbursement – (refer to attached annual “Expense Claims” handout)  
Supplies

· Paid by invoice after the purchase with a limit of no more than $1,000 per vendor per day
· Affix a voucher label to the invoice (see attached)

· Special Note:  Splitting of invoices among invoice numbers and consecutive days to circumvent purchasing rules will be detected, so don’t try it!

Requisitions Required  (see attached Business Procedure 11.15)
· Supplies ,equipment, rentals, and pre-payments (i.e, conference fees, hotel fees) greater than $1,000 (including tax, shipping & handling charges)

· Equipment repairs greater than $1,500 

· Complete a change order request for any increases/decreases to Purchase order and blanket purchase orders and submit to the Business Office (see attached form # 7270)

· Special Note:  Splitting of invoices among invoice numbers and consecutive days to circumvent purchasing rules will be detected, so don’t try it!

Independent Contractors/Special Services Contractor Requisition (form 7031)
· The total payments to that independent contractor for the full fiscal year (July 1 through June 30) will be less than $3,500
· The payment terms do not separately cover travel costs
· Indicate at the bottom of the form the dates that the service was made and sign where it indicates “Certified by (President or Designee)”
Submitting Contracts to the Governing Board

· Complete Business Procedure 9.45 form (attached) in duplicate
· Obtain three copies of the contract signed by the vendor/contractor 
· Short Form Service contract (attached)
· Submit two copies Business Procedure 9.45 form and three copies of the signed contract to Business Services Department for review and submission to District Office for Governing Board approval

Other Business Office forms
· Campus Facilities Requisition form (see attached) 

· Delivery or pick up of materials off campus

· Storage and removal of equipment

· Provides additional chairs, desks, etc

· Arrangement of rooms for staff

· facilities use requests for special setups

· Staff use of Facilities form (see attached) 

· use when reserving conference, classrooms and/or athletic fields
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