
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.

Travel and the Procurement Card
As a reminder, travel related expenses (such as airfare, meals 
while in travel status, car rental and lodging) are prohibited for 
use on the Procurement Card, except in the following 
situations:

Conference Registrations, and if lodging is included with the 
conference registration fee;

Ground transportation for groups (including employees or 
non-employees) or individual ground transportation for 
non-employees;

Lodging from University owned facilities;

Restaurant meals if the meal is part of an Official Function 
and in accordance with the PPS Sensitive Expenses.  Please 
note that the Restaurant Exception is no longer required 
because everyone's card is now coded for use at restaurants.

Cardholders who plan on using their Procurement Card while 
traveling need to contact the bank to alert them that they will be 
out of their normal usage area. Otherwise, the bank would likely 
put a security hold on the card and, it would therefore be 
declined.  (When calling the bank, remember to use the last four 
digits of your employee ID# and not the Social Security 
Number, as the bank states). For employees' personal security, 
the SSN has been removed from the Cardholder Application 
forms and the bank's records.

Questions? Contact FinProHelp at 303.315.2846.

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 State-
ment (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 reimburse-
ment is considered a reportable benefit for the employee.

Underlined terms are defined in the Finance & Procurement Procedure Glossary
Italicized terms are defined in the APS Policy Glossary  

Fiscal Year End Activity Deadlines
June 30, 2009 (Tues) 

All checks on hand in your department must be mailed by 
midnight.

Final day to physically receive all goods and services in order for 
them to be accounted for in FY09.

Final deadline is 12:00 noon for requests to PSC to cancel AP 
checks in FY09.

July 1, 2009 (Wed) 
Backdate online transactions to 6/30/09 if those transactions 
need to be recorded in FY09.  This includes online receiving if 
the goods or services were received on or before 6/30/09, and 
marking invoices “June business” if the invoiced items were 
received in June.

You Asked For It: Previewing July 1 Changes
In a previous issue of the PSC Communicator we described our new 
semiannual approach to policy, procedure, and form development 
– and identified July 1, 2009 as the first effective revision date in 
that new update cycle. Now you can preview planned changes 
yourself, by checking out the new PSC Procedural Statement (PPS) 
webpage and the Procurement Forms webpage. 

PSC Staff News
Congratulations are in order:

Sandy Hicks, CPPB, has been elected Senior Vice President of 
the National Association of Educational Procurement (NAEP) 
National Board. She will take the helm as President of the 
organization in 2010. 

Charlene Lydick, C.P.M., is the new First Vice President of the 
NAEP Rocky Mountain Region. 

Sandy has headed the Procurement Service Center (PSC) as Assis-
tant Vice President & Chief Procurement Officer since 2007. Char-
lene serves as the PSC’s Associate Director of Pro-curement.

With over 4,000 members from 1,500 institutions, NAEP is highly 
influential in the world of higher ed procurement. We commend 
Sandy and Charlene on their professional and personal 
accomplishment...and wish them luck as they plan the program for 
the next NAEP annual event. (The 2010 meeting will be held in 
Denver next spring!)

Procurement Cards: Knowing Your Limits
Earlier this year (as discussed in the March 23 issue of the PSC Com-
municator), we announced that the small dollar purchasing limit 
was increasing from $4,500 to $5,000. Affecting both Procurement 
Card and Department Purchase Order (DPO) maximum amounts, 
the change took effect on April 1, 2009.

Since then, the Finance & Procurement Help Desk has received a 
number of questions regarding transaction limits on individual 
Procurement Cards. So please note: As we indicated earlier, card 
limits will not be adjusted automatically. If you wish to take advan-
tage of the higher per-transaction amount, please submit the 
Procurement Card Change (CC) form to the PSC. The CC form is 
available on the PSC Forms page. 

Additional questions? Contact FinProHelp@cu.edu or 303.837.2161.

Sustainability Tips: Green Washing
This month’s sustainability tip focuses on green washing – the 
practice by some companies to assign green attributes to their 
products…even though the green claims have not been verified and 
the products are not in fact certified. 

So how do you know that you’re really buying the right stuff? The 
best way to ensure that products are truly green is to check their 
third-party certifications. Among the legitimate certification 
programs are:

Energy Star - a program that certifies energy 
efficient products in over 50 categories.  

Green Seal - certification in eight categories 
including chemicals, office products, and 
construction materials.

Ecologo - founded in 1988 by the Canadian 
Government, it has set standards in 120 
categories and certified over 7,000 prod-
ucts. 

Green Guard - an American National 
Standards Institute (ANSI) authorized 
developer of standards that offers certifica-
tion in Building Construction, Indoor Air 
Quality, and Children & Schools.

Do you have questions on sustainable purchasing? Contact PSC 
Sustainability Officer Jeff.Darling@colorado.edu for answers.
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News from the Procurement Service Center

Supplier Showcases Coming Soon!
Don’t forget to save the date for the upcoming

Supplier Showcases. Dates available in the
April 29 Issue of the PSC Communicator.
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