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PSC Procedural Statements: Guidance on policies and procedures relevant to procurement,
payables, and travel. For assistance, contact PSC@cu.edu 1.

5]

payment request may be submitted directly with
the designated form.

Policy or Procedure PUIDOSE Effective
Name P Date
This PSC Procedural Statement sets forth
Advance Payment to university requirements reggrdlng the issuing of
Suppliers (ADV) advance payments to suppliers and regarding 07/01/201
the use of the Advance Payment to suppliers
form.
An After-the-Fact (ATF) purchase occurs when
an organizational unit makes a commitment
After-the-Fact over $10,000 before the Procurement Service
Purchases Center (PSC) issues a purchase order. This 07/01/201
? PSC Procedural Statement sets forth university
requirements for the identification, notification,
and processing of After-the-Fact purchases.
This PSC Procedural Statement sets forth the
Cash Advances u rules and.requwements under which emp_loyegs 09/01/201
may obtain cash advances to support university
travel.
This Procedural Statement outlines when a
Payment commitment voucher is not required in order to
Voucher/Authorization | Process an invoice. In these situations, the 05/01/202
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Policy or Procedure

Purpose

Effective

covered by the university, and accomplishing
the reconciliation and reimbursement process.

Name Date
The Procurement Card Handbook provides
information on the appropriate use and .
management of university-issued Procurement Effective
Procurement Card geme y 07/01/200
Cards. Guidance on allowable card uses, roles
Handbook g I : amended
and responsibilities, and other program details 07/01/201
can be found in the Procurement Card
Handbook.
Under these Rules, the Procurement
Department is the final authority at the Effective
university for the selection of suppliers and the |07/01/200
Procurement Rules : : ) :
sole authority for the commitment of university |amended
funds with respect to the Procurement of 01/01/202
Goods and Services.
This procedural statement clarifies when
payments to University of Colorado student
sare processed: through the Procurement
Student Payments g Service Center (PSC), Employee Services 01/01/201
(ES), or the campus Office of Financial Aid
(OFA), and when such payments are reported
as taxable income or as financial aid.
. This PSC Procedural Statement (PPS) sets
Study Subject : . : .
forth university requirements for processing 05/04/201
Payments .
study subject payments.
This PSC Procedural Statement (PPS) sets
forth requirements for authorizing university
Travel o travel, determining travel expenses that can be |01/01/202

Travel Card Handbook
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The Travel Card is designed to facilitate
payment of university travel-related expenses.
Individual cardholders can use their card to pay
for most of their university travel-related
expenses, as well as for certain travel
expenses for guests/non-employees.
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Business Expense
Substantiation and Tax
Implications ps

Under the University’s accountable plan for
commercial credit card use, cash advance, and
employee reimbursement, employees are
required to substantiate the business purpose of
the expense, provide any required receipts/other
documentation, and reimburse the University (if
appropriate) within specified timeframes.

Complimentary Tickets

[17]

This Procedural Statement sets forth university
requirements for reporting such complimentary
tickets and related expenses for employees and
non-employees.

Gift Cards ns

This Procedural Statement sets forth

requirements for the authorization of gift card use.

Official Functions g

This procedural statement sets forth university

when food/beverage is purchased for an official
function, or when alcohol is purchased for an
official function or CU-hosted conference.

For information on how to purchase food,
beverage, catered services, meeting facilities,
and other items related to official functions, see
the How to Buy Official Functions o purchasing
instructions.

requirements for use of the Official Function form
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rhis Procedural Statement (a) sets forth
university rules and requirements for using
university funds to pay for recognition and
training for employees, associates, and other
individuals (including students); and, (b) is
ahesigned to provide reasonable assurance that
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e CU Treasurer Policies [44
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distributed by the University are properly
captured and subject to appropriate tax reporting.

Source URL:https://www.cu.edu/nod

and-non-employees

Fehsitive EXpEnses i,

3] https://www.cu.edu/psc/procedures

e{345501/complimentary-tickets-and-related-expepses- loyees-
me |||a8‘I‘XQ0ﬁ‘t'f‘Tlg SIFE Odmlles Hle gllowaelgmfe Oi

certain sensitive expenses. Conditions listed for

an |t m are |n addltlon to meeti g all tests of .
fW.CU.EC sc/psc.procedural-statement-adv -payment-suppliers

pdvances [5] https://www.cu.edu/psc

&1l kit

Eda Emezrgt payment -voucher-authorization

on L 71 hitina-Lha

LA hacela
Ul TIYO. 77 VVV\IV\I \.au CUUI |JO\.:I|JIU\.:UICIII

el bhan N Lo 4l
v'l'. CAITU™TIATTUNUUN T T TTUP O. IIV\IVVVV \.,u CUUI'JD\/I'JIU\JUIUIIIUIIL IUIUO

[8] https://www.cu.edu/psc/policies/psc-procedural-statement-student-payments

[9] https://www.cu.edu/psc/policies/psc-procedural-statement-study-subject-payments

[10] https://www.cu.edu/psc-procedu

ral-statement-travel [11] https://www.cu.edu/psc/travel/you-

travel/travel-card [12] https://www.cu.

edu/psc/policies/psc-procedural-statement-w-9-vendor-authorization

[13] https://www.cu.edu/psc/psc-procedural-statement-wire-transfers [14] mailto:FSS@cu.edu

[15] https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-

statement-alcoholic-beverages [16] https://www.cu.edu/controller/procedures/finance-procedural-

statements/finance-procedural-statement-business-expense

[17] https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-

statement-complimentary



https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-personal-technology
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-personal-technology
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-petty-cash-change
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-petty-cash-change
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-recognition-and
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-recognition-and
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-sensitive-expenses
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-sensitive-expenses
https://www.cu.edu/ope/aps/4015
https://www.cu.edu/employee-services/payroll/moving
https://www.cu.edu/employee-services/payroll/moving
https://www.cu.edu/psc/procurement/commodities/how-buy-moving-services
https://www.cu.edu/psc/procurement/commodities/how-buy-moving-services
https://www.cu.edu/employee-services/collaborative-hr-services/cu-campuses/hire-independent-contractor-scope-work
https://www.cu.edu/employee-services/collaborative-hr-services/cu-campuses/hire-independent-contractor-scope-work
https://www.cu.edu/employee-services/collaborative-hr-services/cu-campuses/hire-independent-contractor-scope-work
https://www.cu.edu/employee-services/collaborative-hr-services/cu-campuses/hire-independent-contractor-scope-work
https://www.cu.edu/employee-services/collaborative-hr-services/cu-campuses/hire-independent-contractor-scope-work
https://www.cu.edu/psc/paying/non-purchase-order-payments
https://www.cu.edu/docs/ap-travel-international-payments-guidance
https://www.cu.edu/docs/international-ap-payments
https://www.cu.edu/psc/doing-business-cu/payments
https://www.cu.edu/controller/tax/tax-exempt-information
https://pschelp.cu.edu/s/article/Concur-Expense-Creating-a-Non-Employee-Expense-Report
https://pschelp.cu.edu/s/article/Concur-Request-Applying-for-a-Procurement-Card
https://pschelp.cu.edu/s/article/Payment-Status-Looking-Up-Marketplace-Invoices
https://pschelp.cu.edu/s/article/Payment-Status-Looking-Up-Employee-Reimbursements-in-FIN
https://pschelp.cu.edu/s/article/Payment-Status-Looking-Up-Employee-Reimbursements-in-Concur
https://pschelp.cu.edu/s/article/Payment-Status-Troubleshooting-In-Process-Vouchers
https://pschelp.cu.edu/s/article/Payment-Status-Looking-Up-PAs-and-NRIs-in-FIN
https://pschelp.cu.edu/s/article/Payment-Status-Looking-Up-PAs-and-NRIs-in-FIN
https://pschelp.cu.edu/s/
https://www.cu.edu/controller/procedures/finance-procedural-statements
https://www.cu.edu/employee-services/collaborative-hr-services/cu-system/policies
https://www.cu.edu/treasurer/policies
https://www.cu.edu/print/psc/procedures
https://www.cu.edu/printpdf/psc/procedures
https://www.cu.edu/node/345501/complimentary-tickets-and-related-expenses-employees-and-non-employees
https://www.cu.edu/node/345501/complimentary-tickets-and-related-expenses-employees-and-non-employees
https://www.cu.edu/psc/psc-procedural-statement-advance-payment-suppliers
https://www.cu.edu/psc/procedures/after-fact-purchases
https://www.cu.edu/psc/procedures/cash-advances
https://www.cu.edu/psc/procedures/cash-advances
https://www.cu.edu/psc/policies/psc-procedural-statement-payment-voucher-authorization
https://www.cu.edu/psc/procurement-card-handbook
https://www.cu.edu/psc/procurement-rules
https://www.cu.edu/psc/policies/psc-procedural-statement-student-payments
https://www.cu.edu/psc/policies/psc-procedural-statement-study-subject-payments
https://www.cu.edu/psc-procedural-statement-travel
https://www.cu.edu/psc/travel/you-travel/travel-card
https://www.cu.edu/psc/travel/you-travel/travel-card
https://www.cu.edu/psc/policies/psc-procedural-statement-w-9-vendor-authorization
https://www.cu.edu/psc/psc-procedural-statement-wire-transfers
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-alcoholic-beverages
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-alcoholic-beverages
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-business-expense
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-business-expense
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-complimentary
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-complimentary

[18] https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-
statement-gift-cards [19] https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-
procedural-statement-official-functions [20] https://www.cu.edu/psc/how-buy-official-functions

[21] https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-
statement-personal-technology [22] https://www.cu.edu/controller/procedures/finance-procedural-
statements/finance-procedural-statement-petty-cash-change

[23] https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-
statement-recognition-and [24] https://www.cu.edu/controller/procedures/finance-procedural-
statements/finance-procedural-statement-sensitive-expenses [25] https://www.cu.edu/ope/aps/4015
[26] https://www.cu.edu/employee-services/payroll/moving

[27] https://www.cu.edu/psc/procurement/commodities/how-buy-moving-services

[28] https://www.cu.edu/employee-services/collaborative-hr-services/cu-campuses/hire-independent-
contractor-scope-work [29] https://www.cu.edu/psc/paying/non-purchase-order-payments

[30] https://www.cu.edu/docs/ap-travel-international-payments-guidance

[31] https://www.cu.edu/docs/international-ap-payments [32] https://www.cu.edu/psc/doing-business-
cu/payments [33] https://www.cu.edu/controller/tax/tax-exempt-information

[34] https://pschelp.cu.edu/s/article/Concur-Expense-Creating-a-Non-Employee-Expense-Report

[35] https://pschelp.cu.edu/s/article/Concur-Request-Applying-for-a-Procurement-Card

[36] https://pschelp.cu.edu/s/article/Payment-Status-Looking-Up-Marketplace-Invoices

[37] https://pschelp.cu.edu/s/article/Payment-Status-Looking-Up-Employee-Reimbursements-in-FIN
[38] https://pschelp.cu.edu/s/article/Payment-Status-Looking-Up-Employee-Reimbursements-in-Concur
[39] https://pschelp.cu.edu/s/article/Payment-Status-Troubleshooting-In-Process-Vouchers

[40] https://pschelp.cu.edu/s/article/Payment-Status-Looking-Up-PAs-and-NRIs-in-FIN

[41] https://pschelp.cu.edu/s/ [42] https://www.cu.edu/controller/procedures/finance-procedural-statements
[43] https://www.cu.edu/employee-services/collaborative-hr-services/cu-system/policies

[44] https://www.cu.edu/treasurer/policies [45] https://www.cu.edu/print/psc/procedures

[46] https://www.cu.edu/printpdf/psc/procedures



https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-gift-cards
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-gift-cards
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-official-functions
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-official-functions
https://www.cu.edu/psc/how-buy-official-functions
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-personal-technology
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-personal-technology
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-petty-cash-change
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-petty-cash-change
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-recognition-and
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-recognition-and
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-sensitive-expenses
https://www.cu.edu/controller/procedures/finance-procedural-statements/finance-procedural-statement-sensitive-expenses
https://www.cu.edu/ope/aps/4015
https://www.cu.edu/employee-services/payroll/moving
https://www.cu.edu/psc/procurement/commodities/how-buy-moving-services
https://www.cu.edu/employee-services/collaborative-hr-services/cu-campuses/hire-independent-contractor-scope-work
https://www.cu.edu/employee-services/collaborative-hr-services/cu-campuses/hire-independent-contractor-scope-work
https://www.cu.edu/psc/paying/non-purchase-order-payments
https://www.cu.edu/docs/ap-travel-international-payments-guidance
https://www.cu.edu/docs/international-ap-payments
https://www.cu.edu/psc/doing-business-cu/payments
https://www.cu.edu/psc/doing-business-cu/payments
https://www.cu.edu/controller/tax/tax-exempt-information
https://www.cu.edu/controller/procedures/finance-procedural-statements
https://www.cu.edu/employee-services/collaborative-hr-services/cu-system/policies
https://www.cu.edu/treasurer/policies
https://www.cu.edu/print/psc/procedures
https://www.cu.edu/printpdf/psc/procedures

