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PoLicy: 3-003 REV: 2
DATE: OCTOBER 11, 2005

SuBsect: AUTHORIZATIONS AND APPROVALS REQUIRED FOR FINANCIAL
TRANSACTIONS

I. PURPOSE

TO ESTABLISH UNIVERSITY POLICY WITH RESPECT TO AUTHORIZATION AND APPROVAL OF FINANCIAL
TRANSACTIONS.

II. REFERENCES
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PoLicy AND PROCEDURES 3-004, PROCESSING OFFICIAL DOCUMENTS

PoLicy AND PROCEDURES 4-001, UNIVERSITY INSTITUTIONAL DATA MANAGEMENT PoLicy

PoLicy AND PROCEDURES 4-002, INFORMATION RESOURCES PoLICy

PoLicy AND PROCEDURES 3-051, BANKING PoLICY

. PoLicy AND PROCEDURES 3-030, TRAVEL PoLICY

PoLiCY AND PROCEDURES 3-190, REQUISITION PREPARATION AND PROCESSING

. PoLicy AND PROCEDURES 3-192, RESTRICTED PURCHASES AND SPECIAL PROCUREMENT

. PoLicYy AND PROCEDURES 3-110, LEASE OR RENTAL OF PROPERTY FOR UNIVERSITY USE

DEFINITIONS

FINANCIAL TRANSACTIONS — ALL RECEIPTS, DISBURSEMENTS AND TRANSFERS THAT ARE
ULTIMATELY RECORDED IN A UNIVERSITY ACTIVITY/PROJECT, REGARDLESS OF FUNDING SOURCE.
TRANSACTION DATA AND SUPPORTING DOCUMENTS MAY BE MAINTAINED IN ELECTRONIC AND/OR
HARD COPY FORM. EXAMPLES OF SUCH DOCUMENTATION MIGHT INCLUDE AUTHORIZATIONS AND
REQUESTS RELATING TO UNIVERSITY BANK ACCOUNTS, PAYROLLS, REQUISITIONS AND PURCHASE
ORDERS, TRAVEL AUTHORIZATIONS AND EXPENSE REIMBURSEMENTS, PETTY CASH REIMBURSEMENT
REQUESTS, JOURNAL ENTRIES, FUND TRANSFERS, CAMPUS ORDERS, AND OTHER SIMILAR DOCUMENTS.

. ACCOUNT EXECUTIVE OR PRINCIPAL INVESTIGATOR — A FACULTY OR ADMINISTRATIVE PERSON WHO
IS DESIGNATED TO BEAR PRIMARY RESPONSIBILITY FOR MAINTAINING FINANCIAL ACCOUNTABILITY
AND CONTROL FOR FUNDS UNDER HIS/HER JURISDICTION. FOR ALL PROJECTS (SPONSORED
AGREEMENTS), THIS INDIVIDUAL IS RECOGNIZED AS THE PRINCIPAL INVESTIGATOR. FOR ALL OTHER
FINANCIAL ACTIVITIES, THIS INDIVIDUAL IS CALLED THE ACCOUNT EXECUTIVE. _
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THE ACCOUNT EXECUTIVE OR PRINCIPAL INVESTIGATOR HAS AUTHORITY TO EXPEND
UNIVERSITY FUNDS TO ACCOMPLISH ASSIGNED RESPONSIBILITIES, AND IS ACCOUNTABLE FOR ALL
TRANSACTIONS IN HIS/HER ACTIVITIES/PROJECTS. THIS INCLUDES ENSURING THAT
TRANSACTIONS ARE:

REASONABLE AND NECESSARY
CONSISTENT WITH ESTABLISHED UNIVERSITY POLICIES AND PRACTICES
CONSISTENT WITH SPONSOR OR DONOR RESTRICTIONS.

EXPENDITURES THAT ARE SOLELY FOR PERSONAL BENEFIT OR PURPOSES OTHER THAN THOSE THAT
BENEFIT THE UNIVERSITY ARE PROHIBITED.

C. AUTHORIZED ALTERNATE -AN INDIVIDUAL WHO IS DESIGNATED BY THE ACCOUNT EXECUTIVE,
PRINCIPAL INVESTIGATOR, DEPARTMENT CHAIR, DIRECTOR, DEAN, VICE PRESIDENT, OR PRESIDENT TO
ACT IN HIS/HER BEHALF IN MATTERS REQUIRING APPROVAL OF UNIVERSITY FINANCIAL TRANSACTIONS
AS OUTLINED IN THIS POLICY.

D. SATELLITE PROCESSING UNITS — DEPARTMENTS THAT ARE GRANTED AUTHORITY TO INDEPENDENTLY
INPUT TRANSACTIONS INTO THE UNIVERSITY FINANCIAL SYSTEM.

IV. POLICY
GENERAL

A. ALL UNIVERSITY FINANCIAL TRANSACTIONS REQUIRE AUTHORIZATION BY THE
ACCOUNT EXECUTIVE OR PRINCIPAL INVESTIGATOR RESPONSIBLE PERSON, A
SUPERVISORY OFFICER ABOVE THE ACCOUNT EXECUTIVE OR PRINCIPAL
INVESTIGATOR RESPONSIBLE PERSON (DEPARTMENT CHAIR HEAD, DEAN, DIRECTOR,
ETC.), OR AN AUTHORIZED ALTERNATE. TRANSACTIONS SUBMITTED TO CENTRAL
ADMINISTRATIVE DEPARTMENTS WITHOUT APPROPRIATE AUTHORIZATION MAY BE
RETURNED TO THE INITIATING DEPARTMENT AND NOT PROCESSED. SUCH
TRANSACTIONS MAY BE RESUBMITTED WHEN THE AUTHORIZATION IS OBTAINED.
VALIDATION OF TRANSACTIONS REQUIRING ACCOUNT EXECUTIVES, PRINCIPAL
INVESTIGATORS AND AUTHORIZED ALTERNATES SIGNATURES REQUIRES SUBMITTAL
OF A SIGNATURE AUTHORIZATION FORM. FORMS ARE AVAILABLE THROUGH THE
“EMPLOYEE” TAB OF THE CAMPUS INFORMATION SYSTEM, UNDER THE HEADING
ADMINISTRATIVE FINANCIALS/FORMS.

B. FINANCIAL TRANSACTIONS WHEREIN AN INDIVIDUAL REQUESTS PAYMENT TO HIMSELF OR
HERSELF FOR SERVICES RENDERED OR FOR REIMBURSEMENT OF EXPENSES (INCLUDING PETTY
CASH) WILL REQUIRE THE APPROVAL OF THE NEXT HIGHER SUPERVISORY OFFICER, DEAN, VICE
PRESIDENT, OR THE PRESIDENT, EXCEPT THAT SUCH PAYMENTS TO THE PRESIDENT MAY BE
APPROVED BY THE INCUMBENT PRESIDENT. SUCH PAYMENT OR REIMBURSEMENTS TO THE
PRESIDENT SHALL BE REVIEWED BY THE UNIVERSITY'S INTERNAL AUDITOR, WHO WILL
SUMMARIZE AND PROVIDE A PERIODIC REPORT TO THE AUDIT COMMITTEE OF THE
UNIVERSITY'S BOARD OF TRUSTEES IN A FORMAT APPROVED BY THE AUDIT COMMITTEE.
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C.  FACSIMILE SIGNATURES ON DOCUMENTS SUPPORTING FINANCIAL TRANSACTIONS ARE NOT
ACCEPTABLE ON FINANCIAL DOCUMENTS EXCEPT WHERE SUCH SIGNATURES ARE AFFIXED
UNDER CONTROLLED CONDITIONS, AND ARE AUTHORIZED BY THE VICE PRESIDENT FOR
ADMINISTRATIVE SERVICES OR HIS/HER DESIGNEE.

D. DESIGNATIONS OF AUTHORIZED ALTERNATES SHALL BE SUBMITTED IN WRITING ON A FORM
PROVIDED BY FINANCIAL AND ACCOUNTING SERVICES (SEE ITEM IV A, ABOVE).
REVISED/UPDATED FORMS MUST BE SUBMITTED WITHIN ONE MONTH WHEN CHANGES OCCUR
DUE TO HIRING, TERMINATION, OR REASSIGNMENT.

E. WHILE AN AUTHORIZED ALTERNATE MAY BE DESIGNATED, THE FOLLOWING CONDITIONS
APPLY:

I. THE ACCOUNT EXECUTIVE OR PRINCIPAL INVESTIGATOR REMAINS ACCOUNTABLE FOR
THE ACTIVITY/PROJECT.

2. THE AUTHORIZED ALTERNATE SHALL SIGN HIS/HER OWN NAME OR USE HIS/HER OWN
IDENTITY AND NOT THE NAME OR IDENTITY OF THE ACCOUNT EXECUTIVE OR PRINCIPAL
INVESTIGATOR OR ANY OTHER PERSON.

3. AUTHORIZATION AND APPROVAL AUTHORITY MAY NOT BE DELEGATED FOR CERTAIN
TRANSACTIONS AND - DOCUMENTS (I.E. PAR REPORTS, ESTABLISHMENT OF BANK
ACCOUNTS, FOREIGN TRAVEL, ETC.).

F. A KEY ELEMENT IN THE UNIVERSITY S SYSTEM FOR MAINTAINING CONTROL IS REVIEW AND
APPROVAL OF THE MONTHLY ACCOUNTING STATEMENTS. THE STATEMENTS SHOULD BE
REVIEWED AND APPROVED BY A PERSON WITH SUPERVISORY RESPONSIBILITY FOR THE
INDIVIDUAL(S) WHO INITIATE TRANSACTIONS. THE ACCOUNT EXECUTIVE OR PRINCIPAL
INVESTIGATOR SHOULD NOT SEEK TO DELEGATE THIS FUNCTION, AND MAY DO SO ONLY WHEN
THERE IS NO PRACTICAL ALTERNATIVE. IF REVIEW AND APPROVAL AUTHORITY MUST BE
DELEGATED, IT IS IMPERATIVE THAT THE ACCOUNT EXECUTIVE OR PRINCIPAL INVESTIGATOR
REMAIN SUFFICIENTLY INVOLVED TO BE KNOWLEDGEABLE ABOUT FINANCIAL MATTERS AND
EXERT MEANINGFUL OVERSIGHT.

APPROVAL MUST BE EVIDENCED BY THE SIGNATURE OF THE PERSON WHO COMPLETES THE
REVIEW, ALONG WITH THE DATE. APPROVAL SHOULD ORDINARILY BE COMPLETED WITHIN
ONE MONTH OF RECEIPT OF THE MANAGEMENT REPORTS. APPROVAL INDICATES AGREEMENT
THAT:

I. TRANSACTIONS ARE ACCURATE, OR THAT NECESSARY CORRECTIONS ARE IN PROCESS.

2. EXPENDITURES ARE REASONABLE, NECESSARY, AND ARE FOR LEGITIMATE UNIVERSITY
BUSINESS.

3. EXPENDITURES AND OTHER CHARGES ARE ALLOWABLE AND CONSISTENT WITH DONOR OR
SPONSOR RESTRICTIONS.

4. SUPPORTING DOCUMENTATION EXISTS AND IS RETAINED BY THE DEPARTMENT FOR
POSSIBLE REVIEW BY INTERNAL OR EXTERNAL AUDITORS. _

G. EXCEPTIONS TO THIS POLICY MAY BE AUTHORIZED IN WRITING BY THE PRESIDENT OR THE
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COGNIZANT VICE PRESIDENT WHEN, IN HIS/HER JUDGMENT, SPECIAL CIRCUMSTANCES OR
EMERGENCY CONDITIONS MAKE STRICT COMPLIANCE IMPRACTICABLE. ANY AUTHORIZATION
UNDER THIS PARAGRAPH SHALL BE IN WRITING WITH A COPY SUBMITTED TO THE OFFICE OF
THE VICE PRESIDENT FOR ADMINISTRATIVE SERVICES OR HIS/HER DESIGNEE.

H. WHEN A SATELLITE PROCESSING UNIT INDEPENDENTLY INPUTS FINANCIAL TRANSACTIONS
INTO THE UNIVERSITY SYSTEM, THE SATELLITE DEPARTMENT RETAINS THE SUPPORTING
DOCUMENTATION. THE SATELLITE DEPARTMENT IS ALSO RESPONSIBLE FOR ENSURING THAT
APPROPRIATE BUSINESS PROCESSES, WHICH ARE CONSISTENT WITH UNIVERSITY POLICY, ARE IN
EFFECT FOR DOCUMENTING, APPROVING, AND RECORDING FINANCIAL TRANSACTIONS.
V. QUESTIONS REGARDING THIS POLICY

- THE OFFICE OF THE ASSOCIATE VICE PRESIDENT FOR FINANCIAL AND BUSINESS SERVICES IS-RESPONSIBLE
FOR ANSWERING QUESTIONS REGARDING THE APPLICATION OF THIS POLICY.

EDITORIALLY REVISED: 10/11/05

REV. 1
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