
New Assistant Liason for Small Business

The Procurement Service Center is pleased to announce that Pam Andrade 

will now be serving as the Assistant Liason for Small Business.  She will be 

working side-by-side with Charlene Lydick to ensure the University of 

Colorado’s Small Business Program (SBP) is a success.

PSC Staff News

If you frequently visit the Procurement Service Center (PSC) Forms page, you 

may have noticed the recent addition of the Business Role Substantiation 

(BR) form. 

The form is used by immediate family members of CU employees or Regents 

to document a bona fide business purpose for their participation in official 

university travel or events. For more information on its use, refer to the PSC 

Procedural Statement (PPS) Travel Authorization and Expense.

Department Outreach Program
Purchasing Services recently initiated a new Department Outreach Program. The 
program is designed to have Purchasing staff visit customers from all campuses.

The goal of the program is to create a dialogue between Purchasing and our 
customers so we can better understand your needs and how to serve you accord-
ingly.  It is also important for us to learn about upcoming projects or initiatives in 
your department.
If you would like a member of the Purchasing staff to visit your department, 
please contact Keith Molholm at 303.315.2807.

State Travel Card Statements Online
US Bank AccessOnline is a new, web-based program management tool 

allowing State Travel cardholders to access account information. After 

registering for an account, cardholders will be able to view their account 

activity and billing statements online. The AccessOnline product will assist 

cardholders with managing their account by providing online statements 

("memo-bills" for event cardholders) along with reporting capabilities.   US 

Bank AccessOnline registration instructions are available online. 

Business Role Substantiation 
form now on PSC Forms Page

Underlined terms are defined in the Finance & Procurement Procedure Glossary
Italicized terms are defined in the Administrative Policy Statement Dictionary  

SPO Voucher Approval Expands Its Reach
With the implementation of Expenditure Control Phase 2 (Funds 10 and 34), many of 
you have seen Standing Purchase Order (SPO) vouchers fail resource check. Follow-
ing is a typical scenario: You use the SPO Voucher Approval component (or a 
Payment Voucher form) to change the voucher’s accounting distribution and approve 
it for payment. The newly identified SpeedType does not have enough funds to 
support the voucher, and the transaction is stopped. In many cases, you then contact 
the FinPro Help Desk to ask that the SpeedType be changed again.

Now, if changing the SpeedType is determined to be the appropriate action to resolve 
resource check failure, you can take that action yourself online in the Finance 
System. The SPO Voucher Approval component has been modified to include SPO 
vouchers that have failed resource check.

So now SPO Voucher Approval will display both:

SPO vouchers on hold, waiting for approval to pay; and,

SPO vouchers, even if already approved, which have not passed resource check. 
(These are identified as in Error status, in the upper right corner of the page.)

If you already approved the voucher, you do not need to re-approve it. Simply update 
the SpeedType(s) as necessary and save.

Note: Remember that only SPO vouchers can be viewed and updated in the SPO 
Voucher Approval page. 

Per Diems: How Much & When
As you know, effective October 1 you do not need meal receipts to receive the per diem 
amount when you travel on official university business. The daily per diem is known 
as M&I – meal and incidental expenses. Here’s what it covers, and how it works:

Meal Per Diem – Dollar limits for breakfast, lunch, and dinner, established by your 
destination. (Tips on meals are included in these amounts and cannot be claimed 
separately.) The meal per diem represents the maximum you can be reimbursed for 
eligible meals you needed to purchase during the course of your university business 
trip. On days of travel, your final destination for the day is the destination that 
determines your per diem rate. So, for example, if you travel from Denver to Rome 
today, the Rome per diem amounts apply to the meals you have to purchase (and to 
your other incidental expenses, see below) during this day’s travel. On the day you 
return home, however, the city you leave from determines the per diem rate. So if you 
return to Denver from San Francisco today, the San Francisco rates apply during this 
day’s travel.

Incidental Expense Per Diem – Portion of the daily per diem amount, allotted for 
miscellaneous expenses such as personal telephone calls and most tips (e.g., bellhops, 
porters, maids). This is also established by your destination (in the 48 United States 
and District of Columbia, it is $3.00/day).

Keep in mind:

For multiple-day trips: On begin and end travel days, reimbursement is limited 
to 75% of the daily (M&I) per diem rate.

For single-day trips: Lunch is not reimbursable. Eligibility for breakfast/dinner 
reimbursement is dependent upon the trip lasting 12 hours or more. Meal 
reimbursements for single-day trips are reportable as income to CU employees. 

To learn the daily M&I rate for your business travel destination, see 
http://www.state.co.us/gov_dir/gss/cen/travel1/stmp/per_diem.htm. (For per 
-meal limits in the 48 states and District of Columbia, see Maximum Allowable Meal 
Per Diem Rates-CONUS, on that page. For meal breakdowns outside this area 
(including U.S. Other), see Appendix D-Allocation of Foreign Per Diem Rates.)

Invoices – Why Do You Need Them?
What is a vendor invoice, and why do you need one?

The invoice is crucial third-party documentation identifying the vendor-provided 
goods or services and their cost. It can be matched against the order, thereby 
ensuring that the University is truly paying the correct dollar amount for the 
correct quantity.

What constitutes a proper invoice? The document should include:

Vendor name and remitting address;

Name of the University/university organizational unit making the purchase;

Description, quantity, and unit cost of each item; 

Total invoiced amount; and, 

Date of service.

Honoraria, Defined
What is an Honorarium? What is a payment for services? You know that one 
requires the Honorarium (HNR) form in amounts over $ 75, and the other 
requires the Scope of Work (SOW) form in any amount. How do you figure it all 
out?

First, ask yourself if you have any agreement or commitment (verbal or written) 
to pay the vendor for the service. If you have told the vendor that you will do so – 
or if you know that the vendor would not perform the service without expecting 
payment – then this is not an honorarium. An honorarium is a payment made to 
an individual as a gesture of appreciation, when no expectation or commitment 
existed for that payment. In limited circumstances, honoraria may be used to 
reward individuals for one-time services for which custom forbids a price to be 
set or where no expectation exists for payment for services. An example of this is 
a guest lecture. By definition, an honorarium is typically a transaction that is 
identified after a service has been provided. On the other hand, paying an 
individual for services is a transaction for which the service is agreed-upon and 
the fee negotiated in advance.

Second, note that both the HNR and the SOW forms require review and approval 
(signature) by your campus Human Resources office. SOW review must be 
conducted prior to any work being performed.

Betty Heimansohn CPPB Certification
We are pleased to announce that Betty Heimansohn, the Procurement Card 
Administrator, has completed her certification as a CPPB – a Certified Profes-
sional Public Buyer. This nationally recognized certification verifies professional 
competence and understanding of the body of knowledge surrounding public 
procurement. The certification process is an extensive one, comprised of both 
educational and professional components. Please join the PSC in extending 
congratulations to Betty on her achievement.

Verizon Cell Service at UCD Anschutz
Good news for wireless telecommunications users: Verizon has added a new cell 
site near the University of Colorado Denver Anschutz Medical Campus. To take 
advantage of the new coverage, you will need to update how your phone or other 
wireless device reads the Verizon signal. Dial *228 SEND and then press 2. 

For questions regarding Verizon coverage or your Verizon account, please 
contact CU’s Account Representative, Shannon Jenness, at 303.902.7700. 
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