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What is Procurement?

“...the act of obtaining or buying goods and services”
Process includes preparation, processing of a demand, end receipt,
approval of payment.
PO, Invoice, Receipt of G/S, Payment
Contractual agreements
Aramark, Staples, Dell/Apple, etc.

Who is responsible?

Procurement Services Department

Ultimately responsible for procurement of goods and services for the
University

Responsible for ensuring compliance with procurement laws, policies, &
procedures




Overview

Today we will review...

Procurement Overview
Commonwealth Restrictions & Allowable/Disallowed Expenses
Departmental Responsibilities Regarding Expenditures

Worker Classification
Independent Confractor or Employee

Vendor Details, including Contract Vendors
Payments/Timeline for Payments — Special, Pre-, and Timely
How to Pay - Purchase Orders, PCards, Petty Cash

Receipt of Goods and/Services

Reimbursements & Avoiding Payment Delays

Forms

Procurement Overview

ID need for good or
service

Surplus
Property

Develop

Specifications

If less than $4,999 —

PCard preferred (if

allowable on PCard).
Over $4,999, submit

Determine method of requisition in eVA.
Procurement

If eVA PO, complete
receiver within three

days of receipt

Inspect goods or
services. Complete
Banner eReceiver
within 3 days of
receipt.

Contract If eVA, Purchase
Administration Order issued.

If PCard, ensure

> It is the ordering

proper receipt and h

documentation. Receive good or departments
Service responsibility fo ensure

goods or services are
per specifications.




Commonwealth Budget
Restrictions

CAPP Manual, Allowable & Disallowable Expenses, Departmental
Responsibilities

Commonwealth Rules

= All departments are responsible for following all applicable procedures
= |f you don’t, could delay payment!
=  Any State-funded expenditure may be questioned by the Department of
Accounts.
= Therefore — all agency purchases must be considered essential to justify!
= Documentation must always be included

*CAPP Manual: ODU’s policy to adhere fo Commonwealth of Virginia CAPP
Manual Policies without regard to the Ledger being charged!

= Any exception to the guidelines must be requested and approved in
advance by the Director of Procurement Services.




University Rules

= Provides guidance fo departments on Allowable expenses based on
funding source
= Allowable expenses (Commonwealth E&G and Auxiliary Services: Ledger 1, 3,
4 and 6 Funds)
= Allowable (Local Discretionary/Gifts: Ledger 6 Funds Only);
= Disallowable for All Funds
» CONSIDER: Reviewing the

= Procurement Requirements
= Departments have delegated authority for up to $4,999 pending use of:
= Contract Vendor OR
= Confracts can be located on Procurement Services website under ‘Contracts
& Purchasing’ tab
= |[f ODU has a contract available, that contract is mandatory!
= Certified Small, Woman-Owned, Minority-Owned, and/or Micro-owned business
(SWAM) Vendor
= SWAM Vendors can be located on Procurement Services website under
‘SWAM' tab

Improper Use

NO-NO for State

= Employee Personal
Expenses

= Agency-Sponsored
Events that DO NOT
support the mission

= Recepftions or Parfies

= EXCEPTIONS: University-
sponsored events such
as commencement

= Coffee for Employees

= EXCEPTIONS: University-
sponsored events




YES, YES . ..

- o Allowables
r‘ g.k Commonwealth E&G & Auxiliaries (Ledgers 1, 2, 3,
- & 6)
e

Essential & Reasonable Operating Expenditures,
Travel Expenditures, Food/Beverage Services,
Equipment/Office Supplies, Memberships, etc.

Local Discretionary/Gifts (Ledger 6 ONLY)

Same as above, but in excess of Commonwealth
Guidelines

EXCELLENT.

Disallowables

Disallowed for ALL Funds
Any expenditure that does not benefit the
University, Luxury Travel Accommodations, Gift
= Cards/Certificates, Excessive food/beverage,
=2 y==o Personal Expenses, Donations/Conftributions to
i) oulsicle Organizations, etc.
HA HAHA = N
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Departmental Responsibilities

The Office of Procurement Services is responsible for ensuring all payments for the University
are processed in accordance with the policies & procedures, Internal Revenue Services
requirements, state coding requirements, and prompt payment.

Departmental Responsibilities include:
Working with Proper Vendors
Vendor Numbers & Proper Paperwork
COV Substitute W-9, W-8BEN, or W-8BEN-E

Mail to: Accounts Payable, ATTN: Linda Wallace; Old Dominion University, Rollins Hall; Norfolk, VA
23529 OR Fax to: 757-683-5729 (ATIN: Linda Wallace).

Sufficient Funds in Budget
Proper Coding for Services
Including Equipment Purchases!
Following particulars depending on the Expenditure
Hotel Stays, Advertising, Coding Changes, PO Cancellations, Memorandums Requesting Payment
Following Worker Classification Guidelines
Independent Contractor vs. Employee?

10



WOrker Classification

Independent Contractor vs. Employee & Guidelines for payi

each. International Visitors will be discussed.

11

How to determine Worker Classification

Forms to help determine and
expedite the process

= All Forms found on Office of
Finance website

SECOND STEP — for
Independent Contractors

FIRST STEP — Independent
Personal Services
Certfification Form

IP Checklist or

Worker

Classification
Questionnaire

EXTRA ASSISTANCE — helps
determine IC or Employee
Status, therefore how the

individual should be paid!

- -
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“Qutside the Scope”

Employees — including Student Employees — must be paid through Payroll
Process!

No invoices for services!

Some employees perform work for ODU
outside the scope of their normal job duties.

Must be paid appropriately and accurately

ODU must ensure proper reported earnings
to IRS

IRS scrutinizes our Form 1099s each year!
Employee (W2) and Form 10992 NO!

Questions? Pam Harris: 683.5131
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International Visitors

Guests, Lecturers, Performers from all over — fulfills University Mission

Very specific additional paperwork is required to ensure compliance with various
federal/state taxing authorities and immigration guidelines

Certain expenditure reimbursement and/or honoraria may not be allowed or may be
delayed if Department does not contact Office of International Student and Scholar
Services AND Non-Resident Alien & Payroll Coordinator in advancel!
Office of International Student & Scholar Services: 757.683.4756
Non-Resident Alien & Payroll Coordinator: Natalia Watkins, 757.683.3193
International Tax & Payments Website may be found online:

14



VENDPOR

Vendor Details

Vendor Table & SWaM, Vendor Numbers, and Vendor Payments
Contract Vendors also discussed

15

eVA Vendor Table vs. ODU Vendor Table

= eVA = Virginia's electronic procurement portal and Vendor Registration Table
= Prirtnory procurement tool - requisition submission and review, purchase order approval
system
= ODU Vendor Table = vendors ODU has done business with that are in Banner
= |t is possible for a vendor fo be in eVA Vendor Table but NOT in ODU Vendor Table
= Verify ODU Vendor Table status in Banner — must be done prior to issuing PO
= |f not, department should request the vendor submit a W9 to AP!
= QOur Vendors = Contract or SWaM Businesses

SWaM

= SWaM = Business certified as Small, Women-owned, Minority-owned, and/or
Micro-owned

= Helps ensure Commonwealth of Virginia’'s contracting opportunities remain fair
resggrdm procurement process, and meet the requirements of Executive Order
35 issued in July, 2019

= ODU’s Goal = 47.5% expenditures fo SWaM Business
= Procurement Office has more details.
= See online SWaM Training on Procurement Services website.

= Contact Procurement Services ( or 683-3105) with assistance in
locating a SWaM vendor.
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items/services

= Aramark - Catering

Conftract Vendors

= Staples/RGH — Office Supplies

= Dell & Apple — Computers
= VCE or Staples - Furniture

University-wide Contracts for various “big-ticket” or “frequently purchased”

= Printing — must be approved by University Publications, contact Procurement

= |f the University has a contract for goods and/or services, that contract is

mandatory.

= The University does not have contracts available for every possible good and/or

service needed, so departmental requesters can view available cooperative
contracts on the Procurement Services website under the ‘Contracts &

Purchasing’ tab.

= For assistance with locating available confracts, please contact Procurement

Services (

or 757-683-3105).

17
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Vendor Numbers - FEIN

= All starts with Tax Paperwork
= COV-Substitute W9, W-8BEN, or W-8BEN-E

=  Once paperwork received, vendor
loaded info Banner by FEIN

= |IRS and State Comptroller/VA Department
of Accounts verifies

= All this done BEFORE we do any business
with vendor!

Vendor Payments
= Virtual Payables: electronic payments to
vendors
= Preferred!

= Paymode-ACH: Electronic Wire Payments

= Check Number - first digit tells you HOW the
payment was made -

x  All vendor payments run through Electronic
Data Imerchon%e (EDI) and Commonwealth
Debt Set-Off (CDS)

Vendor. Questions? accountspayable@odu.edu

Deparimental Questions? Iwallaoce@odu.edu or
whiifed@odu.edu
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Payments and Pay Timeline

Special Payments, Prepayments, & Prompt Payments/eReceiving

19
Special Payments
Memo Payments
= ONLY Honorariums, Entertainment, & Game Officials
= Processed using IP Checklist/Worker Classification Questionnaire
= Exception Questionsg2 Monique Johnson-Dowe — 757.683.4528
Bookstore Charges
= Keep all receipts — departments must track and reconcile . o "
= AP receives monthly charge list, posts to budget, BUD verifies NELES —,_1 SR e S‘ RECITALY
Office Supplies - —
= Must use Staples/RGH — Procurement Services Website to setup new Staples Account
= Keep all receipts — departments must track and reconcile
Aramark Requirements
= Aramark provides all on-campus catering for cost exceeding $50
= NOTE: PCards are the preferred method of payment for Aramark orders $4,999 and under!
= |f over $50 — Business Related Meal Expense Form & eVA PO submitted, then eReceiver after catering complete
= |f $50 and under, may use other vendor, paid for via PC-1 Petty Cash & Business Related Meal Expense Form to
be completed/submitted to AP
= Aramark MAY be used — complete Catering Form + invoice — submit to AP
= If not provided by Aramark — written waiver must be included with payment request!
20
20
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Prepayments

Prepayments processed when payment for goods/services is required BEFORE delivery
Procedure 6-813: Processing Prepayments, Office of Finance website

AP Travel Teams handle all prepayments

Only allowable prepayments will be processed — max = 90-day prepayment period
If not clearly marked as prepayment — will be paid as net-30 payment

Departments must ensure all supporting documentation exists to process prepayment!
Date of prepayment must also be included
Also — departments should follow-up with AP if they do not notice prepayment in Banner

AP must have proper vendor invoice to process — otherwise could delay payment

"1;”';’9 U 73 -
¥ Organizational & y P Convention & . = . > .
1  rstecter it B [ e g sronn o
4 Membership = Services
; a0
L Hotel/Motel i: Film Acquisitions or &% ‘Advertising Z* Insurance __ ¥ Llicensing
& Deposits i Rentals ~ Expenses Premiums E@!&.‘:‘—\ Agreements 21
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Prompt Paye

What is Prompt Pay?
Pay in timely fashion, by due date, and in full.

University is required to pay for all completely delivered goods and services by
required payment due date
Payments may be processed earlier than required due date - if advantageous to University
Pay by Contractual Terms OR

If no contract exists, pay within 30 days after receipt of proper invoice OR 30 days
after receipt of Good/Service...whichever is LATER

eReceiving

What is this?
Completed in Banner
3 business days UPON RECEIPT of Good/Service to complete
Never eReceive until you have the Good in hand or have received the Service

Procurement has eReceiving Training — confact them with questions or froubleshooting of
the form in Banner

22

22
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Receiving Goods and/or Services

= Once goods and/or services have been ordered per Commonwealth and
University requirements:

= |f ordered via eVA Purchase Order:

Ensure PO is created prior to order of goods and/or services

Inspect goods and/or services to ensure compliance with order (confract
administration).

If acceptable, complete an eReceiver in Banner within three days of receipt.
If not acceptable, email vendor with specific information regarding any discrepancies.
= |f no prompt response or resolution, reach out to Procurement Services for assistance.

= |f a PCard order:

Inspect goods and/or services to ensure compliance with order.

Authorize payment against PCard.

Ensure proper documentation uploaded to the electonic PCard log for each
fransaction.

Ensure fimely sign-off of fransactions (due by the 5" of each month) for the prior months
PCard fransactions.

= NOTE: There is a Biling Cycle and Sign-Off Date Chart available on the Procurement Services
PCard Websitel

23
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POs, Petty Cash & PCards

Ways to pay...Reimbursements also reviewed

24




PCard

PCard: Purchasing Card, nof to be confused with Corporate Travel Card — another
way To pay. Provides departmental cardholders with flexibility to conduct small
dollar procurement fransactions.

= Preferred Method for processing transactions up to $4,999
= Must be allowable

= Managed by Procurement Services
= Preferred to petty cash because more accountability

. groining for use, forms, how-to, opening account, efc. — provided by Procurement
ervices

= No reimbursements made - rather ODU pays for expenditures directly
Does anyone currently have one?

Corporate Travel Card - does anyone have one of these?

. SRei]{nbursemem‘s issued to traveler through Expense Reports in ChromeRiver Travel
ystem
= Managed by AP Travel Team

= Training for use, forms, how to, opening account, etc. provided by AP Travel .

Purchase Orders

= Purchase Orders are issued in eVA (the Commonwealth’s electronic
procurement portal) prior to ordering goods and/or services
= eVA Requestors submit Purchase Requisitions (PRs) in eVA (nofing specifications,
budget code, sub-account code, delivery location).
= eVA Approvers review the submitted PR, review for accuracy, and if appropriate,
approve.

= PRs electronically roll to Procurement Services where Procurement Officers take
appropriate action to ensure purchase order is created.

= Purchase Requisitions (PRs) must be submitted for all non-exempt fransactions
$5,000 or greater (or for transactions where a PCard cannot be used)

= PRs must be submitted prior to issuing order with vendor.
To obtain eVA account, application is located on Procurement Services website under ‘eVA' tab.
eVA Training is provided monthly.

26
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Departmental Petty Cash Funds

Petty Cash Fund: an imprest fund established through an advance of funds by AP to the
designafed cusfodian within a University Department for making immediate cash payments for
authorized purposes of less than $200

Does anyone currently have one?

ALL purchasing restrictions sfill apply! Petty Cash should not be used to circumvent
State/ODU purchasing requirements!

BUD or higher establishes Petty Cash Custodian

Also approves all activities associated with Petty Cash expenditures
Internal and External Auditors, Office of Finance, and Custodian’s superior perform surprise audits!

To establish — BUD must request with AP via Memorandum

Include reason, name/UIN of Petty Cash Custodian, Amount Requested, Budget Code
primarily responsible

Check then made payable to custodian — picked up in person, custodian signs Agreement
and Policy Acknowledgement, reviews all Petty Cash Regulations
Bring University/Photo ID at time of pickup!

Procedures 6-810: Petty Cash & Small Business Expense Procedures, 6-811: Departmental Petty Cash
Fund Policy and Procedures, 6-812: Reconciling and Reimbursing a Departmental Petty Cash Fund

Now What?!
Safeguard all funds at all times!
Keep funds (and keys to access funds!) on campus always!

27
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Petty Cash Reimbursements PeTTy COSh DeTO”S

PC-1 Form fo be completed and approved — must provide explanation of why PCard not used
Removal of Funds — you will be notified of noncompliance/removal via email

Payment of Restricted Items?2

Failure to submit proper/complete documentation?2

Lack adequate security of funds?2

Unauthorized removal of funds from University Property?2

Iltems in excess of $200 limit2

Reconciling & Reimbursing

Must be reconciled and reimbursed following Procedure 6-812
BUD or Higher must review all reconciliation and reimbursement requests

Fiscal Year-End Requirements
General Accounting reconciles quarterly — also at end of every FY
Departmental Fund must be accounted for by §/31 each FY!
How to Reconcile

Rule of Thumb — must reconcile/reimburse monthly, complete all paperwork and submit to AP by 15t of the month!

ES@%}FE%rSm used to request reimbursement for COMMONWEALTH BUDGETS; PC-3 Form used to request reimbursement for LOCAL

No Activity? PC-4 Form stating “no petty cash reimbursements processed for MONTH, YEAR"
Increasing, Decreasing, Closing, or Changing Custodians
Memo sent to AP Manager from BUD or Higher — original Custodian’s fund must be closed out and a new one must be established
Stolen Funds?
Report immediately to University Police — the submit PC-2/PC-3 (depending on Ledger) to AP.
Reimburse of fund will be charged to responsible department’s budget 28
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Petty Cash Restrictions

NO!
All expenditures for capital outlay Confractual Payments
projects (maintenance services, consultants,

Expenditures over $200 efc.)

Equipment costing more than $100 Narcofics or Dangerous Drugs

Travel Expenses (including meals!) Firearms or Ammumfmon _
while in tfravel status Purchases from foreign countries

Payments for personal services, Purchases from State Employees

including IPSC Form Items available from University
Furniture Contracts

Food and/or beverages on campus ltems available on State Contract

over $50 _ _ Recurring costs (monthly service
Radioactive or Hazardous Chemicals  charges, lease payments, efc.)
and Materials

29
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Reimbursements
Petty Cash & Small Business Expense

If employee uses personal funds, may be reimbursed via Petty Cash Fund
Petty Cash Expenditure Reimbursement (PC-1) Form OR Expense Report in Chrome River

How are employees reimbursed?

Complete Direct Deposit process via Banner Self-Service. Update in real-time anytime!
User Guide:

NOTE: Total reimbursement for one expenditure to a single vendor/employee cannot
exceed $200

If does exceed $200, PO must be completed.

Small Business Reimbursement?

All to be completed via Chrome River Travel System Expense Report

30
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Avoiding Payment Delays

Payment Issues

31

Payment Issues

= ODU’s Standard = Prompt Payment
= Department’s responsibility for assuring prompt & accurate payment

= Procurement documentation must be prepared in advance of all purchasing
activities
= Some problems that frequently arise:
= |Incorrect Departmental Budget and/or Sub-Account Codes
= No verification of proper vendor paperwork pre-PO
= Incomplete/Untimely eReceiver
= Note from AP & Procurement Services: Don't wait for an invoice to complete your eReceiver!

Fiscal Year-End Reminders

FY = July 1 - June 30

=  Goods/Services must be received by 6/30 to be paid from current FY
= Date Goods/Services received determines FY expenditure is recorded
= On/Before 6/30 = current; On/After 7/1 = next

" Eugge’rs should be monitored strictly throughout each year, especially during FY
n

= Fiscal Year-End Closing Calendar available each year — provides important
closing dates/details by department! 32

32
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Departmental Responsibilities

= Notify vendors of Invoice Requirements
= Proper Invoice sent directly to AP

= Forward all invoices to AP immediately!

= Returns, Incorrect Billings — report to AP
immediately!

= eReceive in a timely fashion!

= Correct PO Number must be listed on Vendor
Invoice

= Proper Invoices SHOULD be sent electronically,
and directly fo AP:
= Not toissuing department directly! AP PAYS ALL!

» Paper Invoices also accepted, though not
preferred:

=  ODU AP; Norfolk, VA 23529
Vendor Questions?

33

TInvoice
N7

Sk

DUE. NOW

Researching Outstanding
Invoices

AP will love you for it...

34
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The Payment Process

What 3 documents are needed to process paymentse
1. PO Documents

2. eReceiving Report

3. Proper Invoice

Use Banner to eReceive, to check status of Invoice, to verify payment, to view AP
Processor, etc.

= We teach you how in Banner Finance Training!
= Offered Monthly — schedule available at

Perform your own research and AP will thank you later!

35

35

Forms to Use

Each may be found on the Office of Procurement Services websites

36



COV Substitute W-9
(*4 pages)

W-8BEN & W-8BEN-E may be found online

Fom W=9 Request for Taxpayer Identification T4 Y
[ Number and Certification W

etz Decemser 2017

7] social sccurtcy mumber (558 Piease salact the sppropriata Taxpayer entiication Number (EIN or SSH) typs and
enter your @ digit 1D number . The EIN or SSN provided mustmatch the name given
[ employer idsntification sumber (cir) o Lag ma s s ¥ kWS 11 55Tt 3
number, more|
than ane ide the name of the indiv i i the IR 25
G & Bradetact Univercal Humbering Syeeam [o0re] (e
inctructions) Legattiame
Entity Type . ons scc i
s
§ Dindiicunt T Corporation (O ProfessianalServices [0 Mediol Services Ercrmpt payes coe
(i amy:
I |0 sate Propristorshin O s-Cerporation [DlPoiitical Subdivision [0 Legal Servises
HE = ° PR
B | Orartrerhip O ¢-Carparation O Real Eorzte Agent [T Jsint Venture
Flore = [ e Exempr Orzar TATR reporeng
.§ Dk oy [ =]
-
5 |Gjzerermment Ojearacrship Ovaseageney  [Dother
% [gronsone Do

Contact Information

Legal Address name:

Email Address:

city: swte:  zipcode: Businss Phans

[Remittance address. F2x Numbsr:

niobile Phone:

city: Stste:  7ip code aitemate Phone.

Unser pena ties f pariury, | artty st
L The mumber shown on this farm iz

e to be irvuse ta me), 2nd

5| = tom e tecso sk isscin bt o1 m eremps o b il o v e e netfied by the Intero Rever e
S dividends, orc] =2 natifed me that am
é ra\w;muu.mumkuwimmmg:na
5| 31ama US. citisen ar sther Us. peraon (defined lntr in general instructins). and
G| 4 e raTca soeela) enteres on s orm zting o
i [ertification instructions: vou must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup
5 [withholding because you have fited o repore al incerest 2nd dividends on your ax return. rr realestate ransactions, rem 2 does not
apply. For mortgage interest paid, acquisition or abandonment of secured property, canceliztion of debt, cantributions to an indivicuz|
oRly 2ag paid, 3cq property,
z than interest and dividends, you are not required to Sign the certfication, but
you must provide your correct Ti. see instructions tited Cartification
e |
A—— oo
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Independent
Personal Services
Certification Form

(IPSC

d Dominion University
Independent Personal Services Certification Form (IPSC) - PLEASE PRINT
R 01182018

PREPAYMENT: Yes[T] Check pick up only for prepayments prior to events or servicas.
Date check is needed ail (] or Pick -up[] ODU e-mail (required) for pick up

DO NOT use this form for a Corporation or Parmership. An invoice from fhe company must be submitted.

Can you use this form to pay an individual for services gmuded to ODU?
T the:

Individual a credst smdent ot Old Domimson Unsversi
Is o gradaed or past 6 months? Yes
Does the Commomvealth of Virginia curterily emplwv this individual in any capmtv"
Did the C in any capaci
Current or prior calendar year? Oves ©ne

You may NOT use this form if you answered YES to any of the questions shown above.
The individual MUST be paid through the Payroll process.

vath 3 conpleted Worker Clissification R ‘Fuaan Resources PRIOR to the start of service ox
s i This e et b done BEFORE encazing tae service provider

Trpe of Work:
Service category inciuded on Industy Pracic (IF) Checklist— Cleck Hore: ]l:‘_mmd send the IP Checklist with
o 4. IPSC form. and purchase order fo Accoms
2 or ALL other SEI\IA'!S nm' on Ihe )13 Chul.l.\(lf a worker clz;slﬁt.’mnn eview is required Send [PSC form along

Deseription of Work i

Date: | Depsctiucnt for whow wosk will be pesforaed:

Name of Individual Performing Work SSN or FEIN:

Complete Address
(a2t Sppesr: on the atachad W9

o the W9 an Al with ODU)
Date Work to Begin: Expected Completion Date:
Houly Rate: [ Efours t be Warked [ mou
Tndependent Contractor Certification Statement
T ertyhat T canbe ngaged as an dependent contrctr” fo render e sbove efrencedsevices o Old Donion Univesiy: The
University does not directly sod methods for my ccouplihng te esdts, Lam aot curreatly emplosed,
R e o coled e he mnmln ior calendar city, as an employee of the Commonvwealth
of Virgini, which ncludes ll of 5 agencies. Twncer Uiversity il eport 0 Reveme Senvice,via form
$055, l pryments e fo e g e cxlendar ye
Independent Contractor Signature: Date

Departmental Certification of Indep
1 cersfythat thesbove yoed mdvacual wall be engaged a5 2
sod tat e el ot ! direcdy contro

dent Contracior ERgibili

‘an independent contractor® to render services < to 0ld Dominion Universty
‘ours or ‘and methods for accomplishing the work for which he/she 15 being engaged
Birther ceniy hat tothe best of my knowiedge, the ndidual s not currenty an enployee of the Cotmmomvenlt of Viratia.

‘Printed Name of Authorizing Pers Date
=
Authorized Signature (in k) Budget Code/Sub-Account:

THIS SEC LION - HUMAN RESOURCES/PAYROLL/ACCOUNTS

XBLE USE ONLY.

“Fuman Resources Payroll Cerbification

ctor — service category ON IP Checklist (route to A/P - OK to process through A/
oniractor ~ servioe category not on IP Checklist route to Human Resources ~ process through A/P)
o PSR st i rocess uough Payeol)

Date Signature

T the individual was paid a: an employee ai any fime during (he curtent of
through the payroll process. ¥ou may not use this form to pay an employee.

r calendar year, hefshe must be paid

38
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Industry Practice
IP) Checklist
(*3 pages)

Industry Practice (IP) Checklist
(for use in determining Independent Contractor status)

For use when hiring Individuals not currently employed in any capacity by ODU or the
Commonwealth of Virginia.

If the provider does not fi info the calegories on this checklist, you MUST complete a Worker
Classification Review Questionnaire and submit it with the Independent Personal Services
Gertification Form (IPSG) to Human Resources for worker classification.

Individuals considered an employee must be paid through the Payrol process and
cannot be paid using this checkiist znd the IPSC.

Provider Name

Date(s) of Service{s)

1. Complete the checklist

2. Attach it to the Independent Personal Services Certification Form (IPSC)

3. Send to Accounts Payable with the appropriate procurement
documentation

PLEASE CHECK ONLY ONE (1} CATEGORY:

Performing Artists:
To perform a concert as part of the F. Ludwig Diehn Concert Series:
The people with whom we contract are usually 3t the uriversity for a day or two to perform in the evening
ata specified time in a speciied hall They may rehearse while here at specified times and in specified
halls and on cecasion such rehearsals may be open to the public. Payment is in the form of a fee, ususlly
negotiated with the performer’s agent or t times with the performers themselves

To provide a warkshop o master class as part of the F. Ludwig Diehn Residency Series:

The peaple with whom we contract are usually =t the univrsity for as short s e =5 one dzy and as kg

588 days They provide 3 mastar class, workshop or Clinic to selécted muSiCians who may of may not be
students =t the University. These master classes, workshops 2nd ciinics are not for credi and are free.

When the clazses, workshogs and ciinics are open to the public for bservation, and they frequently are,

atiendance & free. Payment i in the form of a fee usually negotiated wih the performer’s agent or at
mes with the performers themselves

To pravide literary readings of lectures as part of the Old Dominion University Literary Festival

‘The people with whom we contract are uthrs who are usually at the university for a short fime — from
‘one day to as long a5 O days. They perfom reading of their work at specifically scheduled tmes and
places both on and off the campus depending on the contract They may cccasionally be contracted to
Szrve o & panei to discuss 3 panticular aspect of ierature, to give 3 lEcture about their own writing of 1o
provide a witing workshop for students and ocoasionaly the community. Payment is in the form of 3 fes
usually ngotiated vith the authors themsehes

Pagelof3 Revised 012219
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‘WORKER CLASSIFICATON REVIEW QUESTIONNAIRE
Name of indivi i
Departments must complete this questionnaire to determine if an individual is efigible to be paid as an
independent contractor before any contractor s engaged to perform services for the University.
This questionnaire is to be used for all services not included on the Industry Practice (IP) Checklist.
Can vou use ¢his form to pay an individual for services provided to ODU?
Iz the individual a eredit student 2t Old Deminion Univer: Yes No
T this individual e o ing Yo Mo
Does the C: Vi y employ capacity? Yes  No
Did the C: £ Virgini: y employ this individual in any capacity inthe
carrent o prior calendar year? Yes No
You may NOT use this form if you answered YES to any of the questions shown ahove, and the
individual MUST be paid throtgh the Payroll process.
oo . If the answer is Ano.” you may complete the questionnaire and send it, along with the Independent
Personal Services Certification Form (ISPC), to Human Resources before any contractor is engaged to
perform services for the University.
. A decision concerning the information contained on this questionnaire will be returned to you within 2
Review R
A Ifitis determined that the individual qualifies to be paid as an independent contractor, after the work has
. M been completed, submit the Independent Personal Services Certification Form (ISPC) signed by the
l ' e S I O n n G I re Independent Contractor, along with a copy of this questionnaire and the appropriate procurement
documentation, to Accounts Payable for processing.
B. Ifitis determined that the individual should be paid as an employes, please prepare the required
( * 3 p O g e S) ‘paperwork to have the individual=s payment processed through Payroll
QUESTIONNAIRE: Please provide the following information concerning the individual you are
considering hiring. (Make additional comments where appropriate).
1. Nameof the individual/business:
Social Security Number or Federal Number
Business License Number
2 Type of entity (circle one)
Individual Corporation Partnerstip
4 D to be performed
Revised July 21, 2006 Page 10f3
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acor Test
(Detecatias Tndspendear Coateactoe Sta0ss)

DTEGRATION

'INDEPENDENT CONTRACTOR
SERVICES RENDERED FERSONALLY i 10 pefomm e : N .
e i e e wthaveany | Hes significent investment in facilities used to
. s used oo ‘perform services. Facilities useally inchade
Sl i Squipmes o premises nesmssary S the wark

‘at mt sach iterms & tocls, instruments, and
clothing that arc provided by emplovess as 2
‘ormmen practios in their trade

Twenty Factor Test e

aresaltaf Realizes socnomic profit or loss from serv
TroTidel.

FULLTIE REUURED

Can wezk for move than eae employer &t same

ok whes and for whom pd for s
iy el cons.

TORE DONE O FREMISES

ORDER OF SEQUENCESET

Caruot be fired sa long & pesults produced

[— - mtasare up  commact specifications.
et
eanms L N P —— -
. - ¥ fme without
w :zlr;x:xmﬂ t fox repaymment of the excess Y ! o s legally
e e dfer
itk ma celigate to meke good for failure to complete
the
[ [ o e
TOOLS ANDMATERIALS [ —————

win
—
D FORM pG-1

TOMRNION R
UNIVERSITY perry CASH EXPENDITURE REIMBURSEMENT FORM

Department Name: Date

Payee Name Payes UIN#

Payee Permanent Address

Reimbursement is requested in the amount of $ for the following expenditures
They should be charged to their adjacent budgef and suB-object codes. Receipts are
attached for each item listed. **If seeking reimbursement for food services, attach a list of
attendees and provide the purpose. If seeking reimbursement for office supplies from a
vendor ofher than the University's contracted office supply vendor, attach an explanation.

If a department chooses to authorize use of the petty cash process, an explanation
P e TTy ‘ G S h ( P‘ _ .| of why the PCard was not used MUST be attached to the PC-1 form.
Sub-Object

Brief Description™ Budget Code  Code Amount

Total Amount of Reimbursement $

Approval for Payment by Budget Unit Director or Other Authorized Signer that is higher
than the Payee in the organizational structure:

Person Approving Funds _ Signature (o inffals, no Date
(please print) a
(ININK)

SIGN BELOW IF RECEIVING CASH ONLY
| certify | received reimbursement for the above listed amounts.

Person Receiving Funds _ Signature (o inffals, no Date
(please print)
(ININK)

Please tape the receipts and a calculator tape of the expenses to a separate sheet of
plain paper in the order shown above.

42




Departmental Petty
Cash Fund
Disbursement Request
Summary

PC-2 = Commonwealth Budgets
PC-3 = Local Budgets

FORMPC-2

COMMONWEALTH
DEPARTMENTAL PETTY CASH FUND
DISBURSEMENT REQUEST SUAMARY

DATE:
TO: Accouats Payable Depactment
FROM:

ety Cash Custodiads Name (TYPE NAE, THEN SIGN)
s

Petty Cash Custodian's University Identification Number (UIN)
SUB): Detty Cash Fiaad Reimmbussament for Commonwealth Expanditoses

i

7 deps s petty
(Ledgess 150, 35NN, SXNNN and TEXNY} expendituce sumsnaey Lsted belov:

‘Budgst Code

Objsct Amouat

Subtotal from Attached
Contimation Sheet (PC-24)
Toul§

I have attached expend forms with the
items isted above. The Petty Cash Fund Reimbussement Reconeliztion form is also attached.

forall

v and complataness. All of the

I e
appeass to be proper.

Signatuze of Reviewes of Reimbussement (5o infials, 2o stamps)

appeass to be propes,

FORMPC3

TMENTAL PETTY CASH FUND
SEMENT REQUEST SUMMARY

partment

“Name (TYPE NAME, THEN SIGN- g v il

" Caveniy Taentheation Nomber (0N

abussement for Locsl Espenditares

et petty cash fand according to the LOCAL funds (Ledgess
2nd AXYYY) expenditace summary kited below

de Sub.Object Amoust

tal from Attached
avation Sheet (PC-34)
Totsl§

ement forms with the propes seceipts 3nd authorizations for all
‘und Reimbursement Reconcilation form s 2o attached.

‘or accuracy ind completeness. All of the documentation

Signatore of Reviewer of Reimbucsement
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Departmental
Petty Cash Fund
Reimbursement

PC-4) Form

FORM PC-4

DEPARTMENTAL PETTY CASH FUND REIMBURSEMENT

RECONCILIATION FOR THE MONTH OF

(Month)

Custodian:

(Year)

(Peiat and sipn Foll name — o itk n0 stamps)

Univessity on Number (UIN)

Budget Code

Balance of Cash on Hand:

Outstanding Checks

Reimbursement Requests Submitted to AP
Reimbussement Not Yet
Received

Total Commonwealth Expenditures
(Pex Reimbussement Request Summary Form, PC-2)

Total Local Expendituzes
(Pes Reimbussement Request Summary Form, PC-

Total Cash and Expenditures

Total Avthorized Petty Cash Fund

Cash Over:

Cash Shost

above with sub-object code 5216.

The cash oves/short amount will be charged to the budget noted

Revised 92016
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PAL may be used forthe
following:

; rat—
‘2’ 'AUTHORIZATION FOR PURCHASE e
e
OLD DOMINION o v oo ittty
o P
Tracking#:
J—
Sy
erier e et
e
on - P
oo P
T wxrevoes

arv | umir erice | FERES

H s

For more information, visit:
hitps://www.odu.edu/content/da
m/odu/offices/procurement-
services/docs/procedureandform-
authorizationforpurchase-

10172014.pdf . - ouoser | account | avounr

‘material/service, whichever is later.

‘Department Contact Person:

st f G Serices e [ prepayment

L ———

Fomi:paD1 Effectve date: 08/07/2019 Revised date: 08/07/2019

45

45

General Reminders

46



Procurement Training

= Procurement Services offers monthly and online training on all procurement-related
processes

Monthly Procurement Overview

Monthly eVA Training

Monthly eReceiving Training

Monthly PCard Training

Confract Administration Training

Quarterly Training Sessions

On-line SWAM Training

On-line PCard Training

On-line Contract Administration Training

Procurement Certificate Training (offered twice a year)
Department Specific Training (present at campus Departments’ Staff meetings)

Contact Procurement Services at procurement@odu.edu or 757-683-3105 to learn more about
Training Opportunities.

Procurement Services Contacts

www.odu.edu/Procurement/directory

Procurement Point of Contact Email/Phone Team/Title Point of Email/Phone

Contact
Assistant Director Harry R. Smithson, Jr. hrsmiths@odu.edu - 757
683.5107 Procurement Procurement@
Help Desk odu.edu - 757
Construction Dwayne Young dyoung@odu.edu - 757 683-3105
Procurement Mgr. El00 Procurement Edsel Laririt elaririt@odu.ed
Procurement Manager  Neil Cutler ccutler@odu.edu - 757 Analyst u-757
683.3136 683.5790
Procurement Officer, IT  Janis Hall jnhall@odu.edu - 757 eVA & Barbie bdedward@od
683.3070 eReceiving Edwards u.edu - 757
Program 683.7158
Administrator
Surplus Property  Bruce boleary@odu.e
Title Point of Contact Email/Phone O'Leary du-757

683.4810

PCard Administrator Heather Somervail hsomerva@odu.edu —
757 683.3108 . 5
Admin Assistant Dee Dee Wiliams jedavis@odu.edu - Procurement Services Website

757.683.3105 www. odu.edu/Procurement
757-683-3105

Procurement@odu.edu
48
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Accounts Payable Contacts

www.odu.edu/procu ent/director

= Team/Title Point of Email/Phone
company name Point of Contact Email/Phone Contact
begins with... . .
X X Travel Processing  Melissa msnowden@
AP Manager Monique Johnson-Dowe ;ﬁséjtzgr;sgggdu.edu - Supervisor Snowden odu.edu - 757
AP Processing Supervisor  Jami Marshalll jcmarsha@odu.edu — 683.5020
757 683.4528 Big Blue Team VACANT 757 683-5020
A-D, K Dee Scruggs dscruggs@odu.edu — *Contact Mellssa
757683.4766 Snowden in the
. : : Interim!
E-G & L-R Patricia Heinz pheinz@odu.edu —
757 683.4767 )
H-J & S-Z Quin Greenlee qgreenle@odu.edu — immael sl ghon’rel sfzmmdon@
757 683.4765 Immons e
757 683.4964
Lion Team Erica eparedes@
Title Point of Contact Email/Phone Paredes odu.edu —
AP Audit Supervisor Linda Wallace Iwallace@odu.edu — 757 683.6831
757 683.4762 University/Office of Finance Policy Review:
AP Auditor Jamarr Whitted jwhitted@odu.edu — University Policy #3001: BUDS
757 R Finance Policy #6-810: Petty Cash/SBE
Finance Policy #6-811: Departmental Petty
Cash
Finance Policy #6-812; 49
Reconciling/Reimbursing Petty Cash

49

And now...

= Any Questionse




Procurement-to-Payment -Process Overview Training

ALLOWABLE/DISALLOWED EXPENSES:

University Policy #3001, Responsibility of Budget Unit Directors on Use of Funds (Expenditures) applies to all individuals
designated as Budget Unit Directors having fiscal responsibility for University Budgets. Please refer to the policy for full
details.

Certain expenditures that are funded with Commonwealth Educational and General Funds (Ledger 1), Commonwealth
Auxiliary Service Funds (Ledger 3), and Local Auxiliary Service Funds (Ledger 4), must comply with the Commonwealth
Accounting Policies and Procedures (CAPP) Manual. Other expenses that are funded with Local Discretionary and Gift
Funds (Ledger 6) must comply with University financial policies and procedures and, when applicable, in accordance
with donors’ criteria. In all cases, expenditures should be reasonable and for the benefit of the University and its
mission.

Examples of allowable and disallowed business expenses and the appropriate funding source(s) follow:

Allowable (Commonwealth E&G and Auxiliary Services: Ledger 1, 3, 4, and 6)

e Essential and reasonable operating expenditures within Commonwealth guidelines that directly support the
mission of the University;

e Essential and reasonable travel expenditures within Commonwealth travel guidelines;

e Reasonable food/beverage service for special meetings or events benefitting the University;

e  Purchase of equipment and supplies for office use;

e Memberships in professional organizations when the membership will result in direct benefit to the institution;

e Dedications and University sponsored events with a clearly defined business purpose, specifically fund raising,
community engagement, or entertainment of guests of the University;

e Purchase of items to be used for employee recognition programs approved by the Department of Human
Resources or student recognition activities;

e Office plants and artwork/wall décor when they aid in the professional appearance of the office or building and
are located in common/public areas;

e  Subscriptions to news journals, periodicals and magazines where such subscriptions are necessary to fulfill one’s
professional responsibility (Note: they should be mailed to an ODU office);

e Funeral attendance travel expenses for one employee selected by the President or designee;

o Bottled water for outside workers or emergency provisions for employees if the water available in the building is
hazardous to employees’ health.

Allowable (Local Discretionary/Gifts: Ledger 6 Funds ONLY)

e Essential and reasonable travel expenditures in excess of Commonwealth travel guidelines;

e Reasonable operating expenditures directly benefitting the University in excess of Commonwealth guidelines;

e Memberships in social organizations when the business purpose has been clearly established and documented
and the membership has been approved by the President;

e Length of service celebrations (the cost associated with the function should be in proportion to the retiree’s
length of service and position within the institution);

e Receptions, entertainment, alcoholic beverages, coffee, or other events with a clearly defined business purpose;

o  Gifts and flowers for funerals, hospitalizations or University-sponsored events;

o Tickets, gifts and flowers for cultivation initiatives for the purpose of fund raising and community engagement.
These purchases require a statement identifying the occasion, the recipient, and the business purpose.

Disallowed for ALL Funds

e Any expenditure that does not benefit the University;

o Non-essential, unreasonable accommodations while traveling, such as “luxury” accommodations;
e Excessive food/beverage service for special meetings or events;

e  Gift cards or gift certificates;

e Interest on personal credit cards;

Certificate in University Financial Management — 2023 edition Page | 1
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Procurement-to-Payment -Process Overview Training

e Flowers and gifts purchased for any other purpose than those listed in the sections above (e.g., Holiday, “Thank
You,” birthday, baby shower, Secretary’s Day, Bosses” Day, etc.);

e Purchase of goods or services for non-University or personal use or for use by an organization other than the
University;

e Cleaning of personal clothing worn on the job;

e Memberships in organizations when membership will not result in any direct benefit to the institution. Examples
would include memberships to health clubs or gymnasiums;

e Donations or contributions to outside organizations. (An exception is allowed for contributions up to $50 in lieu
of flowers for a funeral and requires approval of the Vice President administratively responsible and the use of
local discretionary or gift funds.)

e Picture framing for personal pictures that may hang in a University office but are not considered University
property;

e Portraits of individuals whether retained by the University or not, unless prior approval is obtain from the Dean or
Vice President administratively responsible for the area;

e The payment of any type of employee subsidy (i.e., rent, parking, insurance, etc.) unless prior approval has been
obtained from the Vice President administratively responsible;

e Motor vehicle moving violations and parking tickets;

e External legal services, unless prior approval has been obtained from, and documented by, the Office of the
General Counsel;

e Any expenditure that may constitute a violation of the University’s Conflict of Interest Policy.

DEPARTMENTAL RESPONSIBILITIES REGARDING PAYMENTS:

The Office of Finance is responsible for ensuring that all payments for the University are processed in accordance with a
multitude of policies and procedures: Internal Revenue Service requirements, state coding requirements, and prompt
payment. Our offices rely heavily on departments to follow appropriate procedures when authorizing payments to
vendors. The following general information about departmental responsibilities is not all-inclusive.

Importance of Vendor Numbers (TIN/FEIN/EIN) - The University is required to document a vendor's Taxpayer
Identification Number (TIN) - also called Federal Employer Identification Number (FEIN) or Employers Identification
Number (EIN). ODU must have on file for each vendor receiving payments from the University either a COV Substitute
W-9 (Request for Taxpayer Identification) or W-8BEN (for international vendors). The COV W-9 or W-8BEN (or W-8BEN-
E) must be on file before any checks can be issued to a vendor — whether via invoice against a purchase order or other
payment process, including memo payments. Refer to How to Obtain a Vendor Number for more information. Links to
each of these forms are available on the Office of Finance webpage — www.odu.edu/finance. Direct vendors to the W-9
Request link on that page.

COV Substitute W-9 (Request for Taxpayer Identification) - For U.S. Citizens & Resident Alien Vendors — vendors must use
the Commonwealth of Virginia (COV) Substitute W-9. The completed COV Substitute W-9 can be e-mailed to w-9@odu.edu.
W-8BEN - Certificate of Foreign Status of Beneficial Owner for United States Tax Withholding (Individuals) - For
international vendors - please use the most current version of the W8BEN form, available from the Office of Finance
webpage.

W-8BEN-E — Certificate of Foreign Status of Beneficial Owner for United States Tax Withholding and Reporting (Entities) —
For international vendors — ensure that you are using the most current version of the form.

PLEASE NOTE: It is possible for a vendor to be in the eVA but NOT on the University’s vendor table. It is the department’s
responsibility to ensure that a vendor is on the University’s vendor table prior to issuing a purchase order. If you are not
sure what a vendor’s TIN/FEIN/EIN number is, DO NOT GUESS! The best way to be sure you are using the vendor’s correct

number is to ask the vendor!

Certificate in University Financial Management — 2023 edition Page | 2


http://www.odu.edu/finance
mailto:w-9@odu.edu



