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General Information
Accounts

All Berea College accounts are numbered as follows:
00001111-2222333

0000: Fund identifies restrictions for use of the money (restricted, unrestricted)

1111: Org identifies the departmenthat oversees the money

2222: Accourtt identifies the category of use for the money (supplies, travel)

333: Program identifies the area of campus supported by the money (academic, student)

Budgets

Each spring, budgeequests are submitted by the \ééresidents and the approved budgets are

entered into Banner. Departments are expectecigpenseflebit (remove money) from the

appropriate accounts so that there is an acdarapending history (i.e., do naharge travel expenses to

the printing accout). Budget shortages and overages provide good information for the planning

process. The fiscal year begins July 1 and ends June 30. The fiscal year is always named for its ending
year (e.g., 208-2010would be the 2Q0fiscal year), and accounting pedis are numbered-12 starting

with July. The Office oFinancial AffairOFA)publishes a schedulaf accounting periodssEeGeneral

Ledger Closing Sched)levhich outlines closing dates and dates on which reports may be printed for
review. Additiondy, OFA publishes a fiscal year closing schedule in June, which outlines the dates that
transactions must be completed in order to be expensed to the current budget.

Contacts

Associate Controller (account sap)

Accountant (transfers, transaction deli
Purchasing Manager (purchase orders)

Accounts Payable Supervisor (check requestargs)
Accountant(expense reports)

Student Service Center Associate (cashiering)

Expenditures

Expendituresnust be documented, and documentatti is subject to reviewyoOFA and the Internal

Auditor. Receipts and other forms of documentation (check requests, invoices, etc.) should be kept with
budget materials and reconciled regulartybudget reports. If items do not appear on the budget

report for the current monththey may appear on the next month. Keep in mind that there are many
people processing transactions, and they are working on their own schedules.

Purchases

Purchases of $1000 or more (with some exclusions) require a Purchase Order. See Purchasatg Policy
www.berea.edu/vpf/purchasindpr further information.
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Transfers

If it is necessary to transfer funds between accouatgurnal entry needs to be madeth the amount,
description, and account numb#s debit (remove money from) and credit (apply moneydoj sent to
OFA

Deposits, Cash Advances, Reimbursements, and Other Transactions

Asa general rule, it is important to give a brief, but detailed description to the cashier or other

accounting persomel so that items appearing on your reports will be easily identifiable. For example,
AyaiSIFIR 2F aAyLi e aleéeAay3das & OBtk ConRBIcFOSIEKRR dY IAaKE:
budget reconciliation much easier.

Common Pitfalls

Do not charge pesonal gas to your-pard.Staff isreimbursed per mile traveled, which includes gas
androutine maintenance oyour automobile.

Do not use accounts orgards for personal items. Even if you plan to reimburse the account, this is
not appropriate.

Keep iemized meal receipts, not just the total purchasekliditors, OFA, etenay need to see the
details of the meal to ensure reasonability, no alcohol, etc.

When submitting receipts, be sure iloacludea note stating the reason for the purchasEor
example if an auditor reviews a meal receipt and there is no notation about the event, s/he could
assume that you just charged a personal meal to the office.

Do notforget to use the tax exempt status whenever possible. Berea Collegedgsdmpt, anca
salestax exemption form can be obtained atvw.berea.edu/vpf/purchasing/default.asp

All travel expenses should be documented on an expense remwen if they are charged on your
p-card.

P-cardsmust be reviewed electronically by the second business day of the next month. After that
time, a manual transfer must be done if the default account isthetappropriate line item for the
expense.

If goods or services are procured using a Purchase (aderot submit a check request for
payment. Attach the PO to the invoice and send to Accounts Payable.

Phone recads should be reviewed regulaidynd the proper account reimbursed for personal long
distance calls.

Check requestare printed on a set scldellet requests received by 4:00 on Friday will be printed
on Tuesday; requests received by 4:00 on Wednesday will be printed on Friday. You must plan
ahead if a check is needed on a certain date.
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Viewing Banner Screens

To review accounting transactionsline, use FGIBDST (for operating budgets) and FGITBAL for balance
sheet accounts (club and agency accounts). These screens are helpful monitoring tools for daily
budgetary queries.

FGIBDST (accounts with fund, org, account and prog): Tab to organaadi@nter the org number,

enter. The fund and program will appear. [Control page down] will display account numbers. Using the
cursor, highlight a specific account number, right click on mouse and select [Transaction detail
information] from menu. Avew page with detailed transactions for the account will be opened.

FGITBAL (accounts with fund number and account): Enter the fund and account number, [Control page
down]. Current balance will be shown. Highlight account with cursor, right click osemselect [
guery general ledger activity.

Printing Banner Reports

There are two Banner reports that identify budgetigity. These reports should be generated and
reviewed monthly to verify transactions asdpporting documentation (e.g., receipisgre recorded
and filed accurately If there are errors and occasionally this happens, you should contact the office
that submitted the charge and arrange for a correction. It is helpful to check your budget-gearido
determine spending patterns aratljust as needed.

FGRODTA = Organizational Detail Activity

This report allows you to specify a date range and see specific transactions in each line item.
(SeeHow to Print FGRODTA (Organizational Detall ActRepprt page xx)

FGZBDSC = Budget Status

TKA& NBLRNI |ff26a &2dz 62 aLSOATFE |y ala 2F¢ RFEGS

The printing process is identical to the FGRODTA report.
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How to Print FGRODTA (Organizational Detail Activity) Report
Step 1
Go to Banner Database Software.

Once you have logged imy will have to manually typEGORDTA y (DR S TaB. fhe window
looks lile this:

& oracle Developer Forms Runtime - Web — =1 x|
File Edit Options Block Iterm Record Query Tools Help
(o B RAAEBE &% X 2@ X
*ea Ge ! GUAGMNU 7.4.1.1
Go To... [FeroDT [*] welcome, LPSTUOL Products: [-] Menu | Sits Map | Help Center
|IMy Banner My Links
(SBanner
Castudent [*STUDENT] Change Banner Password

[J Advancement [*ALUMNI]
CdFinancial [*FINANCE]
JHuman Resources [*HRS]
O Financial aid [*RESOURCE] Personal Link 2
(D General [*GENERAL]

I Facilities Management [*MZWMAIN]

Check Banner Message

Bookshelf 7.x

Personal Link 3
Personal Link 4
Personal Link §

Personal Link 6

My Institution

SUNGARD HIGHER EDUCATION

Banner Broadcast Messages

Enter the object name; Press LIST for listing. |
Record: 1/1 1 ol | <osc=

Step 2

Once you hit thé&enterkey on your keyboard, Banner will bring up the next window:

& Oracle Developer Forms Runtime - Web: Open > GIAPCTL =] x|

Eile Edit Options Block [tem Record Query Tools Help

E-EBEE88 &0 @meE i &I E [ £ 1@ 1 X
C T (PROD)

Process: [=][organization Detail Activity Parameter Set: =]

Printer Gontrol

Printer: = Special Print: Lines: Submit Time:

Parameter Values
Number Parameters values

=] =

ENRRRERN

Submission

[/ Save Parameter Set as Name: Description: “ Hold ® Submit

Process Mame; press SEARCH for valid processes |
Record: 111 | | | | sosC=
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Proceed withPrinter Controsection. Wha you try to select a printer, another window will show up
with the list of the printers available on the network. Select your printer and click OK:

GIAPCTL

& Oracle Developer Forms Runtime - Web: Open
File Edit Options Block Item Record Query Tools Help

=l=1x|

CHEABEE T B@eE @SR

1@ 1 X

LENGTH: 2 TYPE: Character O/R: Required M/S: Single

Process: FGRODTA | ¥ Organization Detail Activity Parameter Set:
Printer Control
Printer: hd Special Print: Lines: 55 Submit Time:
Parameter Values
Number Parameters values
01 Fiscal Year 92 =
0z Chart of Accounts a
03 From Organization Code
04 To Grganization Code
0s Fram Fund Code Find\%
ne T Fund Cede Code Description Printer Com =
o7 Fram Account Code LoanLxOs1p Loaner Optra S - portrait
05 To Account Code Loanlz0s2 Loaner Optra 5

F L =iLxT1
LslL=T2

uLife Fairchild basement L

MesLrOs2 Math Department Optra 5
MesLxOt1 Math Dept Lk Optra Te14
bmissi Moslxotz Math Dept Draper 304
Submission McsLxT3 Math Dept Draper 300 -
A oo »
[Isave Parameter Set as Name: Description:
Eind Cancel
Choices in list 278 |
Record: 1/1 (| . | Listotval.. | | <osC=

Step 4

Proceed withParameter Valuesection. Fill in the Fiscal Year,

Fund Code and Account Codes you wish to review:

File Edit Options Block Item Record Query Tools Help

Chart of Accounts (B), Organigatite,

=& ]

CRAEE e BEE &

Parameter Set:

Process:

[FeroDTA

[= [organization Detail Activity

Printer Control

Printer:  [LsiLxT1 =1

Special Print:

Lines: [s5

—

Submit Time:

Parameter Values

LEMGTH: & TYPE: Character O/R: Optional M/S: Single
Enter ending range of Accounts to be reported.

Number Parameters values
[d] =

[or [Fiscal vear 03 =
[pz [chart of Accounts B

[p3 [From organization Cade 4022

’? To Organization Code 4022

[os [From Fund Code 1100 B
[oe  [To Fund Code 1100

[o7 From Account Code 0

E To Account Code 9999 -

Submission

[ Save Parameter Set as

Name: Description:

' Hold ® Submit

Record: 87 | | | Listofvalu.. | | <05Cs

Step 5

Labor Program
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Scroll and fill in the resErom Datewill usually be the first day of the previous month aral Datewill
be the last day of the previous month, unless you want to compress few monthiisgahyear into one

report:

# oracle Developer Forms Runtime - Web: Open > GIAPCTL o =1 |

Eile Edit Options Block Item Record Query Tools Help

(A B BAEER %% REE Q& FE 4 &1 X

1 Controls CTL 7.4.1.1 (FRO

Process: [FGRODTA [ [Organization Detail Activity Parameter Set: (=]

Printer Control

Printer: |LsILxT1 B Special Print: Lines: |55 Submit Time:

Parameter Values

Number Parameters Values
M| Ad]
[os  [ToFund code 1100 A
,F From Account Cade a
E To Account Code 9999
,E From date (DD-MON-YYYT) 01-DEC-2008
,F To date (DD-MON-YTYY) 31-DEC-2008
IT Include Accrual for Last Prd il
,? ‘Pr\nt Organization Totals ‘Y
[13°  [commitment Type [} =

LENGTH: 1 TYPE: Character O/R: Optional M/S: Single
Enter C-Commited, U- Uncommited, B-Both

Submission

[ Save Parameter Set as Name: Description: 'Hold ® Submit

Record: 13113 [ | Listofvalu... | | =050 J

Once all of the above is completed, cl@kbmitbutton at the bottom right (even if it is already selected)

and click thesaveld button on the top left of the screen. The Organizational Detail Activity report will
automatically print.
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RECONCILING BUDGET ITEMS

On the Banner report:

o Verify that all the charges that appear on Banner have an accompanying receipt.

¢ If not, contact departments that charged you and did not send a receipt. If it-taedRcharge (this
gAft aKz2g dzZLJ a GKS 2¢6ySNRa ylI YS-carg/ OF LIAGL €

o Verify that all the charges that appear on Banner and transactions that have relevant
documentations do in fact belong to the department.

¢ Reconcile the receipts into ¢hbudget folder.

o If there is a charge that does not belong to the department, follow up with the department that
charged you and make journal entries as needed for correcti(®se Journal Entry Form and
Instructions)

¢ If you have receipts that did nohew up on Banner, keep them for the next budget period (as long
as it stays within the same fiscal year).

e The reconciled budget report then can be signed by the department head/budget manager.

Notes:

- Bookstore, Printing Services, Motor Pool, etc. ietehave to be signed, dated and provalérief

description of the charge for future purposes.

Labor Program Budget Manua®
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Journal Entry Instructions

1. Enter the Accounting Period (as indicated@aneral Ledger Closing Schedlule

2. Enter the current date
3. Enter the Credit iformation. Example
Account Name: Labor Program Office
Fund:1111
ORG2222
ACCT3333
PROG444
Credit: $10.00
4. Enter theDebitinformation. Example
Account NameFinancial Affairs
Fund:5555
ORG6666
ACCT: 777
PROG888
Debit $10.00
5. Description: Ofte Max printing paper correction
6. Totals for Credit and Debit have ¢guate
7. You can process more than one correction on a single journal entry form
8. Journal Entry must be approved and signed by the department head
9. Original receipts must accompany the joatentry
10. Complete journaéntry form can then be sent tGeneral Accounting

11. Keep a copy of submitted forms for future.

Labor Program

Budget ManuallO
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Telephone Bills

Long distance telephone charges are captured according to the code provided by the Phone Center.
Charges automatidly debit the appropriate account.

To display calls, login to the Netphacs website as follows:

http://netbill. matsch.com/Berea/cqgi_plus/mostwau0l1?do=Login&type=faculty

Enter your email address as indicated and your telephone PIN.

{StSO00 UKS Y2yiK IyR GKS RSAANBR @OASg oayz2NXNIfé
copy). Review calls and reimburse any personal charges to the appropriate phone dmctaking

payment to the Student Service Center along with the account number to credit.

Purchasing Card Online Services
To access the Fifth Third Bank Smart Data Online service, go to:

http://sdol.53.com/app_sdol/login.reg

Enter your username and password, and then follow the attached instructions for:
Printing / viewing reports
Changing accounting information

96 OK OFNR KIF& F RSFlLdzA G FO0O02dzy i@ LMLIrRS8a¢s O BISax
GONY @St ¢ RSLISYRAY3I 2y K2g @&2dz dzaS @2dz2NJ OF NR Yzal
go against the default account unless you change the accounting online.

Note: It is very importanfor each cardholdeto make any accountgnchanges before the end of the
second business day of the month following your purchases. Mark your calendar for this process.
Failure to do so may result in loss e€ard privileges. If you forget to change accounting for an item

and you need to maka transfer after it has been reviewed, contact Accounts Payable. Journals can be
prepared to manually correct accounts, biuis expected that you will follow the automated process
whenever possible to avoid this extra work.

Labor Program Budget Manuall.1
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Cash Transactions

Cash tansactions may be performed at the Student Service Center. Each of the following transactions
requires detailed accounting.

Travel Cash Advances:

In cases where the purchasing card cannot be used, it may be necessary to have cash on hand. The cash
iswithdrawn from a departmental account, and receipts must be provided with the expense report to

show how the money was usedravel/cash advances over $500 will be issued via check. For more
information, please contact Financial Affairs or General Aceognt

Miscellaneous Deposit Slip:

Used to deposit money into a departmental account (e.g., an item was purchased and returned to the
store, resulting in cash that needs to be returned to the departmental accorat). more information,
please contact Fancial Affairs or General Accounting.

Miscellaneous Withdrawal / Reimbursement:

For small amounts where cash is needed to purchase something on behalf of a department or to
reimburse an employee for expenses incurred. Purchasing cards and check reqegstferred.For
more information, please contact Financial Affairs or General Accounting.

Labor Program Budget Manuall2
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Completing a Travel Expense Report

The Berea College Travel Expense Report is a Microsoft Excel document. The report is optimized when
data is enterd on to the report while in Excel. Please avoid completing the report marialhact the
Office of Financial Affairs for assistance.

Section 1

This section must be completed to provide information relating to the employee and to establish the
businessature of the travel.

Section 2

Every charge incurred on your Purchasing Card should be noted here. Original receipts are required for
each transaction shown on the list and should be included with the expense report. Copies of receipts
can be retainedy the cardholder and filed appropriately. For each transaction, note the transaction
date, a brief description of the expense and total expense amount.

Section 3

Enter all Purchasing card ATM or Bank Teller withdrawals and cash advances receiveddeom Be
College in this section. ATM withdrawals can be for cash prior to travel and for cash withdrawals made
during the travel.

When a Purchasing Cardholder withdrawads from an ATM or Bank Teltee use of funds are
restricted to travelrelated expenss only. Withdrawn funds cannot be used as petty cash or for any
non-travel related expenses.

Section 4

Enter all personal credit card charges or cash travel expenses here. All expenses NOT placed on the
Purchasing Card should be noted here. Receiptseapaired for all expenses greater than or equal to
$15.00. For each transaction, note the transaction date, a brief description of the expense and the total
expense amount. If applicable, use the mileage calculator at the bottom of this section.

*Refer to Travel and Business Expense Reimbursement Policy
(www.berea.edu/vpf/policiesprocedures.asp

Labor Program Budget Manuall3
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POLICIES
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Cash Disbursement Policy

REQUIRED DOCUMENTATAND APPROVAL FOR CASH DISBURSEMENTS

Faculty and Staff

Disbursements to: Documentation** Approval***
Department Operating Expense Cash Register Receipts Person Responsible
(Supplies, Postage, Petty Cash or Designee

Reimbursements)

Hourly Payroll Advances Memo from Payroll Payroll Officer
(For short hours)

Any deviation from above or any disbursement request not listed must be approved by Controller
before cash is disbursed.

** All cashregisterreceipts,forms,invoices,documents must be original. Requests for cash to pay for
supplies, etc. before they are purchased is to be handled as an advance to employee and cleared when
receipts are submitted on Travel Expense Report.

***All cash disbursement requests by Business aimhfice Employees are to be approved by their
supervisor or Controller.

Revised 1/21/03

Labor Program Budget Manuall5
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INTERNAL AUDIT POLICY
BEREA COLLEGE
MAY 10, 2003

The internal audit function 1s assigned the Financial Analyst/Internal Auditor, who
reports functionally to the Audit Commuattee and admunistratively to the College’s Internal
Legal Counsel 1 regards to the internal audit responsibilities. The reporting relationships
provide departmental independence. promote comprehensive audit coverage. and
promote adequate considerations of audit recommendations. For any internal audit 1ssues
not related to the Office of Financial Affairs and not matenal 1 nature, the Financial
AnalystTnternal Auditor will consult directly with the Vice President for Finance and
Assistant Vice President for Finance and Controller, all other matters will be reported
directly to the Internal Legal Counsel.

PURPOSE

The internal andit function 1s an independent appraisal activity within the College to
examine and evaluate areas outlined in the Internal Audit Plan. The Internal Audit Plan
was developed by Deloitte & Touche, LLC upon completion of a risk assessment and
was approved by the Audit Commutiee. The Internal Audit Plan identifies the need for
on-going reviews of Accounts Payable, Purchasing Cards and cash controls; as well as
areas where the potential for higher risk was anticipated. The Financial Analvst/Tnternal
Auditor 1s responsible for an annual audit of an area outlined in the Plan. In addition, the
audit of an area 1s outsourced annually.

College administration has the primary responsibility for establishing and maintaining a
sufficient system of internal controls. The mnternal audit function assists College
administration in the effective discharge of 1ts responsibilities by furmishing evaluations
of departmental activities, recommendations for improvement in systems and procedures,
and other information designed to promote effective controls. The internal audit function
15 concerned with any phase of business activity where it can be of service to
management. This involves going beyond the accounting and financial records to obtain
a full understanding of the operations under review.

In order to insure adequate recording keeping 1s maintained and routine procedures are
performed at the departmental level, the Financial Analvst/Internal Anditor will conduct
unscheduled audits, which will consist of a review of the Universal Departmental
Checklist. Unscheduled andits will be used to insure proper internal controls are in place
at the departmental level and will be conducted randomly without notice.

RESPONSIBILITIES

Meaningful mternal auditing requires cooperation among the Financial Analyst/Tnternal
Auditor, college administration and the auditee. Each party’s responsibilities in this
regard include but are not limated to the following:

Labor Program Budget Manuall6
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Financial AnalvstInternal Auditor

* Examine and evaluate controls, policies and procedures, and systems in place
to safeguard College assets.

¢ Review compliance with policies, procedures, laws and regulations.

¢ Coordinate activities with others so as best to achieve audit objectives and the
objectives of the organization.

» Report results and make recommendations to administration and the Audit

Commuittee.
¢ (Copordinate audit planning and scheduling activities with other external audit
organizations.
Administration

¢ Support the internal audit function and communicate support with their units.

» Participate in the audit process.

¢ DProvide appropnate, clear and consistent direction to the college community
through written policies and procedures.

s Follow-up on progress of corrective actions for audit findings within their
units.

Andites

¢ (Copoperate with the audit process by providing unrestricted access to facilities,
books and records. information and personnel.

* Fespond in writing, within 30 days. to all audit recommendations.
Disagreements with recommendations or alternative solutions to identified
findings are often acceptable. Each response should contain an estimated
implementation date.

¢ Implement agreed-upon corrective action programs.

AUTHORIZATION

The internal andit function has full and complete direct access to all College books,
records (manual and electronic), physical properties and personnel relevant to the subject
of review. All documents and information given to the Financial Analvst/Internal
Anditor during their work will be handled in the same prudent manner that the College
expects of the employees normally accountable for them.

The mternal audit function has neither direct responsibility for. nor authority over. any of
the activities, functions, or tasks it reviews. Accordingly, the Financial Analyst/Internal
Anditor does not develop or write policies or procedures that he or she may later be
called upon to evaluate. Therefore, the internal audit review and appraisal does not in
any way relieve other persons in the organization of the responsibilities assigned to them.

Labor Program Budget Manuall7
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AUDIT STANDARDS AND ETHICS

All audit work will meet the Standard for Professional Practice of Internal Auditing and
Code of Ethics promulgated by the Institute of Internal Auditors, Inc. The internal audit
function 1s expected to consistently demonstrate high standards of conduct and ethics as
well as appropriate judgment, independence, and discretion. It must maintain a
professional image and protect auditee confidences and confidential information.

REPORTING

All audit work 1s summarized in timely written reports distibuted to an appropriate list of
recipients. In general, reports are distributed to the Vice President for Finance, Assistant
Vice President for Finance and Controller, Internal Legal Counsel, the auditee, the
immediate supervisor, and other department heads affected by audit findings. Special
request reports may have a more limited distribution.

A summmary of all work performed will be prepared and presented to the Audit Commuattee
on a routine basis.

EE R

MNote: The Standard for Professional Practice of Internal Auditing and Code of Ethics
were developed by the Institute of Internal Auditors. Inc. Berea College has adopted and
endorsed this Internal Audit Policy as of May 10, 2003.

Labor Program Budget Manuall8



Berea College

Learning, labaor, & service

Invoice Processing Policy@heck Requests

e Allinvoices are to be accompanied by a check requbsin being submitted for payment. Only
facilities maintenane is excluded from this part of the polic®ur check request form can be
located in the public folders under Business and Finance.

o Please make sure that your check request is complete before submitting and make sure that you
fill in the Payee SS/FID We cannot process invoices that do not have this informatibrve
for some reason have to return your check request to you, this only delays the process of it
getting paid.

e If you are trying to pay a hew vendor, you must get a complete@ fdfm from that vendor in
order for us to set then up in banneRlease send their W form to the payables department
along with their invoice.These forms are to be maintained in a file in the payables department.
Blank W9 forms can be located in the publfiles under Business and Finance.

e Please submit original invoices with your check requéedb not make it a practice to pay from
copies or statements. Paying from originals ensures that payments are not duplicated and most
statements do not detailte charges so that we know what we are being billed for. If you
receive a statement from a vendor and there is an invoice that has not been paid, you will need
to contact that vendor and have them send you the invoitesome instances, such as invoices
being lost, | understand that we may have to pay from a cafifen this happens, please write
G2NRAIAYLIE Ay@2A0S f2aié 2y (GKS OKSO]l NBIljdzSai

¢ All check request must have two signatur€be requestor line can onbe signed by a member
of the faculty or staff The department head signature line is only for the department head, who
has the authority to approve all your invoiceRepartment head signatures can be delegated in
the case of their absence but this stibe done by completing a Department Head Delegation
form. Please call me to request one of these forms.

e The invoice payment schedule is as follows:
Check request received by 5:00 p.m. on Wednesdays will be cut by 1:30 p.m. on Friday
Check request received by 5:00 p.m. on Fridays will be cut by 1:30 p.m. on Tuesday

Please be mindful of our department and get your request here on tide.understand that
sometimes emergencies happen where you may need a check cut outside of the normal
schedule.In this case we will do our best to accommodate you, but please do not make it a
habit to bring in a check request one day and want it the next day.

Labor Program Budget Manuall9
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PETTY CASH AND CHANGE FUNDS POLICY

BEREA COLLEGE
EFFECTIVE JANUARY 1, 2009

Summary of Policy

A petty cash fund may be established in a department when it can be demonstrated that such operating
funds are required for the purchase of items of small cost, or for other nominal expenditures which
cannot be administered economically and efficientlyotigh customary procurement practices. Each

fund must be used strictly in accordance with the purpose for which it was authorized. The Associate
Controller is responsible for authorizing the establishment of petty cash funds. Responsibility for the
petty cash fund rests solely with the custodian of the fund.

No department is permitted to maintain a petty cash fund, except for those departments that formally
establish a petty cash or change fund through the Office of Financial Affairs.

Purposes

Petty cah funds are intended to reimburse employees for minor-ofgpocket expenses incurred on

behalf of Berea College. Petty cash reimbursements are limited to amounts not to exceed $50. Expense
reimbursements above that amount should be processed via pipeapriate reimbursement request

form.

Change funds are intended to give departments that sell goods or services a vehicle to make change for
customers.

Guidelines

It is the responsibility of the custodian of the fund and the department head to admirtistee funds

in accordance with all relevant College policies and procedures. Petty cash requests require evidence of
what was purchased (an original invoice or receipt), evidence that payment was made, and the

signature of the departmental manager of taecount to be charged.

Establishing a Petty Cash Fund
Requests to establish a Petty Cash Fund are handled as follows:

The appropriate Chairperson or Director prepares a REQUEST FOR ESTABLISHMENT OF PETTY CASH
FUND and submits to the Associate ControllEnis form must be routed through and approved by the
applicable Dean or Vice President. The following information must be included:

1. Dollar amount requested.

2. Proposed building and room location of the fund.

3. Name and job title of the fund custodian.

4. Reasorfor establishing the fund.

5. Secured location where the fund will be stored during swaorking hours.
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Once the request is approved, the Associate Controller will arrange for a petty casto foed

established by the Student Service Center. The fund custodian will be issued the amount of the fund.

The fund custodian must sign a receipt provided by the Student Service Center, verifying that the

amount of the fund is accurate. The fund custrdwill be provided with a copy of the receipt, which
daK2dZZ R 0S NBUFAYSR FT2N 0KS Odzadi2RAlFYyQa NBO2NRAOD
fund and, therefore, should never allow others to access it. The petty cash custodian is pgrsonall
responsible for shortages.

The Chairperson or Director who requested the fund is responsible for notifying the Associate Controller
by memorandum of any changes in the location or management of the fund. This memorandum will be
filed in the Associate @oli NB f f SNR& FTAf SO

Changes to a Petty Cash Fund
Change in Custodian

If there is a need to change the custodian of the Petty Cash Fund it must be communicated in writing to

the Associate Controller. It is imperative that the change in custody is communjmaedo the

RSLI NIidzZNB 2F G(GKS a2dzid2Ay3é¢ FdzyR OdzalG2RALYyI S@Sy
temporary custodian of the fund. Any discrepancies between the custody agreement amount and the

cash and/or petty cash vouchers in the fundla time of the custody change should be reported to the
Associate Controller, who will take whatever further action he/she deems appropriate regarding the
overage/shortage.

Custodian responsibility may be-delegated internally to cover absences. Wherraporary

custodian must be put in charge of a fund, a RECONCILIATION OF PETTY CASH FUND must be completed
and a TEMPORARY TRANSFER OF CUSTODY OF PETTY CASH FUND must be signed by the official
custodian, the temporary custodian and the department head relmmstate the custodian, the official

custodian must acknowledge return of responsibility of the fund by dating and signing as noted on the
TEMPORARY TRANSFER OF CUSTODY OF PETTY CASH FUND. This document must be submitted to
Associate Controllerand alcd®8 Y I Ay il AySR Ay (GKS RSLI NIYSydQa TFAf:

In the event of unexpected absences for an extended period, departments should work with the Office
of Financial Affairs to reconcile the petty cash fund and transfer the fund to a new custodian.

Change in Amount

Increases to the fund must be approved by the Associate Controller. A separate memorandum
explaining the need for additional funds is required. If the increase is approved, the Associate Controller
will arrange with the Student Service Center for a castridution to the fund custodian. The fund

custodian will pick up the funds at the Student Service Center and sign a receipt verifying the amount of
the increase is accurate. The fund custodian will be provided with a copy of the receipt, which should be
NEGFAYSR F2NJ 6KS Odzali2RAIIyQa NBO2NRAO®

Closure of a Petty Cash Fund
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To close a petty cash fund, the custodian must complete a RECONCILIATION OF PETTY CASH FUND
CLOSURE. The custodian will request reimbursement for any expenditures and deposit thedkinds ba

into the petty cash account (Associate Controller will provide account number). A copy of the
RECONCILIATION OF PETTY CASH, along with a copy of the receipt indicating the petty cash funds were
deposited, must be submitted to the Associate Controller

Qustodian Guidelines/Requirements/Controls

1. Petty cash funds shall be used for Berea College business purposes only.

2. Responsibility for each petty cash fund will reside with one petberfund custodian. The
custodian should realize that he/she is perstynaesponsible for the petty cash fund.

3. Funds must be safeguarded at all times. They should never be left unlocked and/or unprotected
during working hours, and must be locked in a safe or otherwise safely and properly secured
during nonworking hours.

4. Afund should be counted and reconciled by the fund custodian regularly. This must be done, at
a minimum, monthly, although it is recommended that this occur weekly.

5. Cash overages/shortages must be cleared, at a minimum, monthly. Any overage/shortage must
be reported when discovered to the Associate Controller.

6. The Office of Financial Affairs or the College Internal Auditor may request to count petty cash at
any time. Such counts are done without prior announcement. If the custodian has any
guestions regading the identification of an individual desiring to count the petty cash fund,
please contact the Office of Financial Affairs.

7. When a petty cash fund is counted by the Office of Financial Affairs, or the Internal Auditor, the
fund custodian must be presé

8. Petty cash funds are not to be used for loans, I0Us, etc. A petty cash fund should be intact at all
times; that is, it should contain cash or legitimate petty cash vouchers which equal the issued
fund amount.

9. Petty cash funds should not be commirgylgith any other funds such as other petty
cash/change funds or private/personal funds.

10. A petty cash fund should never be used to cash checks, personal or business.

11. A petty cash fund should be periodically counted and reconciled without prior announcerhent
management level personnel in the area. It is recommended that this be done a minimum of
two times during any fiscal year.

12. Petty cash transactions cannot exceed $50 per transaction.

13. If a petty cash fund is not active, it must be closed.

Documentation and Uses of Petty Cash

Petty cash may be used to reimburse employees for small dollar transactions,-oecwning,

unexpected expenditures up to $50 within the following defined terms (exceptions to the $50 limit can
be made by the Associate Controllgran written notification from the custodian). These transactions
must have adequate support which substantiates (1) what was purchased, and (2) that payment was
made. A detailed listing of each item purchased must be provided, and the original pacirea®ipt
attached to the Cash Reimbursement Request Form. Photocopies or faxes of invoices/receipts are not
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acceptable. Acceptable as paid receipts are cash register receipts, formal cash receipts issued by the
vendor, original imprinted charge cardpsl, or original invoices which indicate the method of payment.

Disbursements

Expenses paid from a petty cash fund can be made only for the purpose(s) for which the fund was
authorized and must be supported by receipts containing the following informatio

1. Date of purchase or payment.

2. Name of vendor or other payee.

3. Positive evidence that a payment was made, i.e., a cash register receipt or other proof of
payment.

4. Amount paid.

5. Description of goods purchased.

6. Signature of person receiving reimbursemengfiplicable).

Disbursements from the petty cash fund are to be made only for those items permitted under the terms
outlined in the request for the fund. Disbursements specifi@&@{CLUDEdNd ineligible for
reimbursement via a petty cash fund are:

Awardsor gifts
Loans or advances to employees for personal use
Personal checks or IOUs
Parking fees
Fines
Money orders
Payment of salaries and wages
Payment for services
Travel
. Equipment
. Stamps or postage
. Subscriptions
. Membership dues
. Registration fees
. Items purchased from a Berea College entity
. State sales tax

© o N O wDdRE
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The fund may be used for advances. The fund custodian may provide funds to individuals who have a
need to make a small purchase on behalf of Berea College. If an advance is disbursed, the custodian
must require completion of a CASH DISBURSEMENT FROM PETTY CASH FUND form.

The following information must be provided when funds are disbursed to the individual:

1. Amount requested
2. Business purpose of request
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3. Date of disbursement
4. Date receipts and remainingsh will be returned to custodian
5. Printed name and signature of individual receiving advance

When receipts and remaining monies are returned to custodian, the following should be completed:

1. Date

2. Total amount of receipts

3. Cash returned

4. Signature of individal who received advance and signature of custodian

Receipts and cash must equal the fund total at all tim&scumulate receipts and retain for
replenishment of the petty cash fund. Complete a RECONCILIATION OF PETTY CASH FUND on a monthly
basis and kep receipts with the reconciliation.

Petty cash or change funds greater than $500 must be stored in a locked safe. The petty cash custodian
may not place funds in a checking or savings account.

Each petty cash fund must be kept separate and not mergddaviy other fund.
Replenishment of petty cash fund

Replenishment of petty cash should be requested as needed, but the fund should always be replenished
by the end of the fiscal year to ensure expenditures are recorded in the correct reporting period. If
there is no activity within twelve months, the petty cash fund should be closed.

To obtain replenishment of petty cash, a REQUEST FOR REPLENISHMENT OF PETTY CASH FUND should
be completed and approved by the department head. The REQUEST FOR REPLENISPIBTENT OF

CASH FUND along with receipts must be authorized by the Associate Controller before the funds are
replenished. The custodian will then present the replenishment request to the Student Service Center

for processing.

Reconciliation

Total cash pluseceipts and reimbursement vouchers on hand should equal the authorized amount of

the fund. Shortages or overages must be reported and promptly investigated by departmental

management.

Relief from Responsibility

Permanent transfer of the fund by the offiticustodian to a successor is NOT permitted. When it is no

longer appropriate for the custodian to maintain the fund, the fund must be closed and a new REQUEST

FOR ESTABLISHMENT OF A PETTY CASH FUND processed. Departments should plan ahead to obtain the

new petty cash fund to avoid a lapse in availability of petty cash.

Upon the expiration date, the petty cash fund should be closed. To request an extension of the fund,
forward an email to the Associate Controller indicating the new end date.
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If the needfor the petty cash fund ceases, the fund must be closed and the following must take place:

1. Custodian will prepare a RECONCILIATION OF PETTY CASH CLOSURE and obtain the signature of

the department head.
2. Custodian will complete a REPLENISHMENT OF PESH FUIMD, obtain authorization from the
' 3420A1GS /2yGNREESNE YR X

In the event of theft The custodian should notify Public Safety immediately. A letter with the following
information signed by the department head requesting replenishment of the fust be sent to the
Office of Financial Affairs.:

a. Name of custodian

b. Amount of theft

c. Date and hour of theft

d. Circumstances involved

e. The incident report drafted by Public Safety
f. Actions taken to prevent further occurrences

Change Funds

A change fund is moweheld in an area only for the purpose of making change. It is never to be used as
a petty cash fund for making small expenditures, refunds, etc.

A College department may request a change fund up to a maximum of $500 by contacting the Office of
FinancidAffairs. Any request for a change fund in excess of $500 requires approval of the Controller.

The change fund shall be repaid to the Student Service Center by the due date unless it has been
established as a permanent fund in which case an annual atoguwf the fund shall be made. Any
change in the custodian of the change fund shall be immediately communicated to the Office of
Financial Affairs.

Under no circumstances shall a College department withhold money from a deposit for any reason,

includingthe establishment of a petty cash or change fund. Any petty cash or change fund now in
existence that is in violation of the above policy shall be immediately deposited.
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Berea College Purchasing Card Policy

Effective November 1, 2003
Revised Augus$, 2008

Introduction

This program has been established to provide a more efficient method for purchasing small dollar items
(generally under $1,000) and for paying travel related expenses with the use of a Purchasing Card. The
Purchasing Card itself Ik and performs like a Master Card credit card and is issued under Berea
/2f€S3SQa INBSYSyYyid F2NJ dKAA LINPBINIY gAGK CATFOK

The small dollar purchasing aspect of the program is intended to replace the use of purchase orders for
small dollar itemsvhere no value is added by processing such purchases through the formal

procurement system. The travel aspect of this program allows employees considered to be frequent
travelers to use this card for travel related expenses. This should significaniterdee use of personal
funds, personal credit cards, and reduce the need for cash advances for College related travel. The card
is not intended to replace the traditional purchasing process for goods purchased in excess of $1,000 or
where value is addely using the purchasing system.

The goals in establishing this program are to allow departments to acquire small dollar goods and
supplies in a timely manner, to allow for greater ease and flexibility, to decrease the use of cash
advances and personal fusdior frequent travelers, to increase vendor satisfaction in terms of billing

and payment processing, and to reduce the number of purchase requisitions, purchase orders, and the
associated check processing for items for which no value is added in thareguthasing system.

Obtaining a Purchasing Card

Recommendations for those employees who should have a purchasing card, primarily those who are
responsible for making a significant number of small dollar purchases (generally those under $1,000)
and thosewho are identified as frequent travelers, are made by departmental directors/managers and
must be approved by the vice president who has responsibility in that area.

Those who are considered frequent travelers are employees whose positions require th&wetio

often on College business. Examples would be certain Admissions and Development employees. This
does not include employees, including faculty, who occasionally travel to professional training or
development conferences. However, mechanisms wilinoplace to prepay airfare and other significant
costs in situations where occasional travel occurs in order to alleviate the requirement of a significant
amount of personal funds and/or personal credit cards being used.

Those employees recommended taedve a purchasing card will be required to complete an
application, attend an orientation session, and sign a Cardholder Agreement before obtaining a card.
Additionally, all cardholders will be given a copy of this policy statement. Although the tsaded in

the name of the employee, personal credit history is not affected by its use.

The mandatory orientations will take place at the time the Purchasing Card is presented to the

cardholder and will be performed by the Berea College Program Admioistraach card will require
phone activation before the card can be used.

Labor Program Budget ManuaR6

¢



Berea College

Learning, labaor, & service

Program Administrator
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when needed, and to act as liaison with Fifth ThirdlBaThe Program Administrator can be contacted if

there are questions regarding the program, when there are problems encountered with card use or

vendor authorization, and when a card is lost or stolen.

Guidelines for Use of the Purchasing Card

The cardhtder is encouraged to use the Purchasing Card for purchases under $1,000. Additionally, for
frequent travelers, the card may be used for travel, lodging and related expenses. Tneusabd

used in compliance with Berea College Financial policiepam@dures. The cardholder is responsible

for all charges made to the card, so individual cards must be kept secure and protected at all times.
Additionally, only the cardholder is authorized to use the card issued to them unless a delegation form is
completed.

Personal use of any Purchasing Card is strictly prohibited. All purchases made on the card must be for
official College business. Misuse of the card will result in revocation of the card, disciplinary action up
to termination, and possible filig of criminal charges.

Purchases will be limited based on budgetary needs. There will be a dollar limit per transaction, as well

as a cycle dollar limit, that can be expended for authorized purposes. These limits will be set by the vice
president of eachespective department with the cardholder being notified of these limits at the time

GKS OFNR A& AaadzsSRo ¢NIyalrOliAzya F2NJ Y2NBot i KFy
acceptable practice to split the cost of the purchase imultiple transactions for purchases that exceed

the single purchase limit. Such action may result in termination of card privileges.

Use of the card is restricted to the cardholder. Under extreme circumstances, the cardholder may

delegate another stafbr faculty member to make purchase using their card. In these rare cases,

delegation of the card is permitted only with the prior written consent of the cardholder. Cardholders

and delegates are required to complete a delegation form, available frorRtinehasing Card

' RYAYAAUNXG2NE +FYR 1SSLI A0 Ay GKS OFNRK2f RSNRAa Lz
cardholder wants the delegate to charge an expense on their behalf, they are to provide a written
authorization in the form of an email ornitten statement. The written consent must accompany the
O2NNBaALRYyRAY3I NBOSALW Ay (GKS OF NRK2f RSNIN& LIzZNOKI &
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responsibility of the cardholder. Use of the purchasing card by students is prohibited. As with all

purchases, the card should be used only for those purchases that are in the best interest of the College.

Sales tax should not be paid on any-$tate purchag® .SNBIF /2tt53SQa YSyiddzO e
number is embossed on the face of the purchasing card. The cardholder is responsible for ensuring that
sales tax is not charged. In those cases where-axampt form is needed, tax exemption certificates

for Kentucky, as well as a number of other states, may be printed from the Purchasing Department link

on the Berea College website [dtp://www.berea.edu/vpf/purchasing/default.aspr by catacting the

Purchasing Manager directly.

There are situations, even when the amount is under $1,000, where a Purchasing Card should not be
used, but where such transactions should follow the regular method of procurement and payment.
These include:
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e Prdessional Services
e Capital and inventory items of significant quantity
e Controlled Substances
e Fuel for personal or motor pool vehicles
e Interdepartmental Charges

In general, the purchasing card system should work as follows:

e Cardholder makes purchases andaibs appropriate receipt documentation. The receipts are
retained by the cardholder or are given to a department designee who is responsible for the account
reconciliation. Regular reconciliation of charges via the Smart Data-One (SDOL) website is
required. Charges must be reviewed by the cardholder, approved by their supervisor, and checked
off accordingly a minimum of once per month. (See separate instructions for logging on, account
code reclassification and cardholder/supervisor review vetificeor contact the Purchasing Card
Administrator to set up a training session.)

e Departmental budgets are charged each month for Purchasing Card transactions. One of the
features of the purchasing card program is a ddmpvn menu in which you can selgbe general

ledger account for expensing each purchase. It is suggested that each cardholder or their designee

expense these charges weekly, or as often as possible. Also, charges can be split into multiple
accounts if/when it is necessary.

e Each cardhider is responsible for reconciling their monthly statement by identifying any charges
that should be reclassified to other accounts.

e Records of monthly statements (which can be printed from SB@dfransaction receipts must be
maintained in a centradrea in each department for a minimum of three years.

It should be noted that Account Administrators within each department are responsible for ensuring
that purchasing card transactions do not overdraw departmental budgets, as is the case with any
budgetay transaction. Other responsibilities are as follows:

¢ Report misuse/abuse of purchasing card
e Ensure cardholders are updated if/iwhen new policies are formed

¢ Review Purchasing Card files no less than quarterly for proper receipts, reclassification zadthori
charges and reconciliation of receipts with monthly cardholder statement

¢ Document review of the Purchasing Card files

The monthly billing will be paid directly by Accounts Payable.

All travel expenses, including those charged on Purchasing Cardsherastounted for on the Berea
College travel expense form as indicated in the travel politye original receipts must be submitted
with the travel form. A notation on the Purchasing Card expense report indicating that the receipts

are attached to the tavel form should be madeCopies of the receipts should then be attached to the
purchasing card expense report in order to assure accurate and timely analysis of the purchasing card
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purchases. Travel forms must be submitted to the Accounting Assittanaln Hall, Suite 010, for
approval.

Fuel charges and Rental vehicles

Note that vehicle fuel charges shouidverbe charged to the Purchasing Caessyou are traveling

in a rental car. When using a College vehicle, fuel charges should be paidewidet card provided

with each vehicle. For personal vehicle use, the traveler is personally responsible for fuel charges and
will be reimbursed at the standard mileage rate.

When using the purchasing card to pay for car rental, employees are toel¢eti additional insurance
offered by the rental agency. College employees traveling on official College business are covered by
College sponsored insurance, as well as coverage provided by MasterCard. For more information on the
valuable benefits of dag a purchasing cardholder, refer to tMasterCard Corporate Payment

Solutions Guide to Benefagailable on the Business and Finance public folder in Outlook.

The cardholder is responsible for obtaining itemized receipts for all Purchasing Card parciiésen

an itemized receipt is not available, itemized supporting documentation must accompany the receipt. In
many cases, when placing orders by phone or fax, the packing slip may provide the itemization needed.
The receipts should be in order of pbese, as they relate to the purchasing card statement. Individuals
who rely on a departmental Account Administrator for reconciling their statement should ensure
receipts are given to the Administrator in a timely fashion.

Cash Advances

Cash advances shioube used sparingly and responsibly. Local ATM cash advances should be avoided
whenever possible. For ATM transactions, Fifth Third charges 2% of the withdrawal amount, or a $1
minimum, in addition to fees charged by the ATM bank that can be as m#h s per transaction. An
FRRAGAZ2YIFE AydiSNBad ¥SS 2F yorp: A& FaaSaasSR FTNRY
is paid at the end of the cycle. If time permits, cash advances are to be obtained at the Student Service

Center located onfte first floor of Lincoln Hall.
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supporting documentation has been provided and approved in the form of a Travel Expense Report.

The charge will thebe reclassed to the designated departmental account and credit posted to the
OF NRK2f RSNDa LISNE2YIf F002dzyid

User Account Maintenance

Changes may be made in the dollar limits, name/address of employee or supervisor. To make these and
other changes, conta¢he Program Administrator either by phone or bymail. Dollar limit changes
must be approved by the Vice President of the respective department.

Office Max
All OfficeMax questions and inquiries, excluding purchase declines, should be addressed to the

Purchasing Manager. Purchase declines should be addressed to the Purchasing Card Program
Administrator. New cardholders who wish to make Offitax purchases with their purchasing card
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should notify the Purchasing Manager prior to their first purchasader to verify that their account is
established and activated.

Returns, Credits, and Disputes

The following relates to problems with a purchased item or billing resulting from use of the purchasing
card:

e If a purchase needs to be returned, send/take iteen back to the supplier and request a credit to
the purchasing card used in the original transaction. The cardholder is responsible for verifying that
the credit appears on a subsequent statement.

e Attempt to resolve the problem with the supplier or vesrddirectly.

e If a dispute cannot be resolved quickly, contact the Program Administrator, after informing the
departmental director/manager of the problem.

Controls/Audits

'&a F LI NG 2F GKS /2ftfS85385Qa Ay idSNynalfAudiiewllipdi®rin LINR OS
periodic reviews of Purchasing Card statements and documentation to verify compliance with

established policies and procedures. Failure to adhere to policies and procedures laid forth in this

document will be noted and discussedthvdepartmental directors/managers and/or vice presidents.

A cardholder who makes unauthorized purchases or uses the purchasing card in a careless or reckless
manner will be liable for the total dollar amount of such unauthorized purchases, plus any

administrative fees charged in connection with the misuse. The cardholder must then surrender the

card and will be subject to Berea College Policy No. 12, Disciplinary Actions, regarding misuse of College
resources. Itis considered a privilege to participatthis program and it is expected that policies will

be followed.

Lost/Stolen Cards

Lost or stolen Purchasing Cards must be reported immediatddgttothe Program Administrator as
well as the Fifth Third Customer Service Center. Prompt notificatibheip protect the College against
fraudulent card use.

Fifth Third Customer Service 1-800-375-1747

Berea College Program Administrator (859) 9853250

Cardholder Separation

Prior to separation from service at Berea College the cardholdest surrender his/her Purchasing Card
to the department director/manager. The department director/manager will then forward the card to
the Program Administrator. The department director/manager is responsible for contacting the
Program Administrator tensure the card was cancelled
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