
New Assistant Liaison for Small Business

The Procurement Service Center is pleased to announce that Pam Andrade 

will now be serving as the Assistant Liaison 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

No Reimbursements for Commodities 
Under University Price Agreement
Effective January 1, 2008, individuals requesting reimbursement 
for  personally purchased goods will face new restrictions.

What’s Changing?

The change focuses on commodities covered by university-wide 
price agreements (UPAs). UPAs promote efficiency and savings 
that can result from leveraging the University’s buying power. UPA 
pricing is based on our overall anticipated volume of purchases 
during the agreement period. In order to receive the best pricing, 
all campus departments must order UPA-covered goods and 
services from the designated vendors. 

Therefore, beginning next month, individuals will not be 
reimbursed if they have personally purchased a commod-
ity covered by a UPA. There will be a 90-day grace period 
(through March 31, 2008) in implementing this new restriction.

Top Reasons for Restricting Reimbursement

You already know that reimbursing an individual who personally 
purchased a good should be exception processing for an organiza-
tional unit. In other words, it should not be the way that the 
department typically obtains that good. Instead, the authorized 
individual within the department should obtain needed goods and 
services by using one of the identified methods of procurement 
(Procurement Card, Department Purchase Order, Payment 
Voucher, etc., as described in I Need to Buy Something, Now 
What?). Individuals who personally purchase items and then seek 
reimbursement incur additional costs to their organizational units:

The individual making the purchase has often committed her or 
his time to choosing the item – instead of having the item 
shipped directly (usually at no charge) to campus.

The individual making the purchase does not benefit from 
pricing agreements available to the University under a direct 
purchase mechanism.

The individual pays sales and use tax on the good.

The individual who purchased the item is often not trained in 
proper procurement policies and procedures…and is therefore 
unaware of related requirements and restrictions, including 
price agreements, after-the-fact purchases, etc.

The completion, routing, approval, and processing of the 
reimbursement request requires additional time and cost.

Expense System Coming Soon
What, exactly, is the Expense System?

The Expense System is a web-based system for creating, tracking, 
and processing certain types of procurement transactions. If you 
are an employee or a member of the Board of Regents who 

Receives reimbursement for university travel

Receives reimbursement for non-travel expenses incurred for 
official university business

Has an event card you will be working in the Expense System.

In addition, all procurement card holders, reallocators, and 
approving officials – not just those who are employees or Regents 
- will use the Expense System. 

Why are we doing this?

As part of its continuing efforts to strengthen internal controls, the 
University is focusing increasing attention on the need to justify all 
purchases made with university funds. After considerable 
research, the University decided to implement an online system to 
ensure that comprehensive documentation is collected for travel, 
other employee reimbursements, and Procurement Card transac-
tions. The new Expense System offers the ability to gather this 
information consistently without detracting from the final review 
and payment processes.

Should I be doing anything to get ready?

Not at the moment, other than to continue following sound 
business processes and to keep on being a good steward of univer-
sity funds. You might want to being thinking about your Payment 
Voucher and Travel Vouchers by their Expense System names; 
these will be called Expense Reports in the new system. And, as 
always, be sure to stay tuned to future communications from the 
PSC for additional information on this important initiative. 

What is the PSC doing to get ready?

Both Purchasing Services and Payable Services are working 
towards a successful Expense System roll out. Purchasing Services 
is directing its energies towards the Procurement Card. A small 
sampling of their preparations includes identifying the processing 
differences between the current system and in the Expense System, 
working with the bank to ensure smooth data transmissions in the 
new system, and coordinating with Financial Compliance Services 
to make the necessary changes to communication and training 
materials. Payable Services is looking at each and every step of the 
travel, reimbursement and event card processes as they are done 
now to make sure these important operations transition smoothly 
to the Expense System. 

What can I expect in the near future?

In addition to information posted in this newsletter, the PSC is also 
developing a new Expense System website. This website will serve 
as the 

No Home Internet Expenses
Departments are reminded that beginning this year, the University 
does not pay the costs of internet service at an employee’s personal 
location. The PSC Procedural Statement (PPS) Sensitive Expenses 
(revised January 1) reflects this change in policy.

Note: the Vice President/Vice Chancellor for Finance – or a 
designee – can approve exceptions to this on a temporary basis 
(e.g., access from remote location while on sabbatical). Per 
Internal Revenue Service regulations, such reimbursement is 
considered a reportable benefit for the employee.

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

When your SPO Voucher Doesn’t Pay
The Finance & Procurement Help Desk has recently received many calls 
about Standing Purchase Order (SPO) vouchers. A particular source of 
questions has been the “SPO out of money” scenario. In this case, the 
SPO voucher can not be approved and the caller is unclear as to the 
appropriate next steps.

Why can’t the voucher be approved? 

When the SPO Encumbered Amount is not sufficient to cover a new SPO 
invoice, the voucher is saved in out-of-balance status. In other words, 
you will see that the voucher header amount is zero while the voucher 
line amount is the invoiced amount. The Balance shown in the upper 
right corner of the SPO Voucher Approval page is a negative 
amount…and you can not approve an out-of-balance voucher.

What are your next steps?

First, use SPO Inquiry (in the Finance System) to answer the following 
question: Is the SPO Total greater than or equal to the SPO 
Encumbered Amount? Note that these two fields can only be differ-
ent if the SPO extends beyond the current fiscal year and does not use 
project funds. 

If SPO Total > SPO Encumbered Amount, there is still money 
in the SPO. Is there enough to cover the voucher? If yes, use SPO 
Adjust (in the Finance System) to encumber more of the total SPO 
amount so that the new obligation can be paid in the current fiscal 
year. Notify the Payables technician (identified on your SPO Voucher 
notification memo from the PSC) that you have done this. Payables 
will put the voucher back in balance so you can approve it.

If SPO Total = SPO Encumbered Amount, there is no 
additional money available in the SPO. You can email the purchasing 
agent and request that the SPO Total be increased. (Be sure to let the 
purchasing agent know that there is a voucher waiting to pay.) In this 
case, the purchasing agent will copy the appropriate Payables tech 
when emailing you to confirm the SPO Total increase. Payables will 
then put the voucher back in balance so you can approve it.

An additional, related question often posed to FinProHelp is this: I 
know I didn’t approve my SPO voucher…but I can’t find it in 
the SPO Voucher Approval component…why? If Payables knows 
that a change order (such as described above) is pending on an SPO, 
they place the voucher on WCO (Waiting for Change Order) Hold. SPO 
vouchers on WCO Hold do not appear in SPO Voucher Approval. When 
the change order is complete, Payables will change the Hold reason back 
to SPO Hold…and you will be able to approve the voucher.

Want to learn more about SPOs and SPO Vouchers? Take a look at our 
several Step-by-Step Guides on the topics.

What is a Proof of Payment?
The PSC Procedural Statement (PPS) Payment Voucher Authorization & 
Use lists proof of payment as a documentation requirement when 
processing a reimbursement.  The term "proof of payment" is defined in 
the Finance and Procurement Procedure Glossary and reads:

Proof of Payment

Written evidence that an expense is no longer outstanding and that a 
specific individual or entity covered that amount. Such information is 
required in order to process reimbursements. Examples include:

Original vendor receipt showing items were paid for;

Original vendor invoice showing balance due is zero;

Original vendor invoice showing that amount due is "Autopaid;"

Original vendor receipt/invoice showing note that "Paid in full-cash" 
and vendor’s signature;

Original credit card slip or copy of credit card summary statement;

Copy of cancelled personal check to vendor; or,

Copy of subsequent month’s invoice indicating that previous amount 
due was paid.

Questions? Contact  FinPro Help Desk at 303.315.2846.

3 Tips to Avoid Returned PVs / TVs
When you send your Payment Voucher or Travel Voucher to the PSC, 
you don’t want to see it back in your office, with a problem, a few days 
later. So Payable Services would like to share with you the top three 
reasons that PVs and TVs are returned to the requester. Take care to 
avoid these three problems – and your vouchers will be much more 
likely to be processed and paid as quickly as possible.

Obtain all required SIGNATURES

Familiarize yourself with the signature/approval requirements outlined 
in the relevant PSC Procedural Statements. The Requestor signature is 
required for a personal reimbursement in any amount (the requestor 
must be the payee); it is also required for non-reimbursement payments 
over $100. The Org Unit Approving signature is always required; it 
cannot be the same as the Requestor’s if the Requestor Signature was 
required. The Org Unit Approval must be an original signature.

The Administrative Compliance Approver signature applies when 
certain fiscal transactions, by their nature, require additional review and 
approval by the designated University Administrative Office. It must be 
an original signature.

Attach the requisite DOCUMENTATION

You will need an original itemized vendor receipt or invoice (or a good 
explanation as to why you are submitting a copy thereof) plus proof of 
payment (for a reimbursement request). Additional documentation 
requirements are spelled out in the relevant Procedural Statements.

Use the Correct PROCUREMENT METHOD

You can not use a TV to pay for memberships, you don’t buy laboratory 
equipment on a PV, and so on. Be sure to use the PV form and the TV 
form only for their expressly described usage…Again, refer to the 
relevant Procedural Statements for guidance.

Questions? Contact the  FinPro Help Desk at 303.315.2846.
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News from the Procurement Service Center

Colorado Correctional Industries (CCI) Survey

Don’t forget: The CCI customer survey is 

available through Monday, June 16.

Faison/Corporate Express Sessions
Event details and registration are available

on the PSC home page.
PSC Closed 3 - 5:00pm on January 31

for the Steve Webb Retirement Event.
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