
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.

PSC Moving to Grant Street
The Procurement Service Center will be relocating from the 
Lawrence Street Center on the UCD campus to the System offices at 
1800 Grant Street, Denver. The move unites our office with key 
colleagues in the President’s Office and Office of University 
Controller, facilitating communication and reducing facilities use 
costs.

We expect the move to take place sometime in late summer. Look 
for updates in future issues of the PSC Communicator.

Purchasing “Mini” Re-org
In our continuing efforts to improve efficiency, the Purchasing 
Agent commodity assignments have been slightly modified. To 
highlight a few of the changes:

Darlene Morrow is now responsible for official function 
contracts (catering, hotel, conference, etc.) for all campuses.

Jeff Lehmann is handling all IT hardware and software-
related procurements.  

Erin Robb has taken on a different mix of commodities.

To catch up on all the updated commodities assignments – and the 
revised PSC org chart – go to www.cu.edu/psc. 

PSC Head Elected to National Post
Last month, Assistant Vice President & Chief Procurement Officer 
Sandy Hicks was elected president of the National Association of 
Educational Procurement (NAEP).

As head of the PSC, Sandy is responsible for directing all phases of 
purchasing and payables operations for the University of Colorado 
campuses. As president of NAEP, she will lead the major support 
organization for procurement professionals in higher education.

Founded in 1921 and based at the University of Maryland-
Baltimore County, NAEP is dedicated to professional, community, 
and collaborative development. More than 4,000 procurement 
professionals representing 1,400 educational institutions are 
actively engaged in the association. 

CU Wins Award for Excellence
During its 89th Annual Meeting (held in Denver last month), the 
National Association of Educational Procurement (NAEP) 
presented its 2009 Award for Excellence in Procurement  to 
the University of Colorado. The award recognizes “excellence, 
professionalism and outstanding contributions by procurement in 
support of the institution’s strategic goals.”

Accepting the award on behalf of CU, Sandy Hicks, Assistant Vice 
President and Chief Procurement Officer, expressed her thanks to 
NAEP and to the PSC staff for their ongoing efforts and dedication 
to excellence every day.

Reminder: No TVs as of May 1
As you know, the Travel Voucher (TV) form was previously used to 
reimburse employees and non-employees alike for their business 
trip expenses. However, all employee reimbursements (travel and 
non-travel) should now be done in the Expense System, and all 
non-employee reimbursements should now be processed on the 
Non-Employee Reimbursement, or NR, form.

Beginning May 1, 2010, paper TVs will no longer be 
accepted. After that time, the PSC will return TV forms to the 
department, with a request to resubmit via the Expense System (for 
employee reimbursement) or via the NR form (for non-employee 
reimbursement). 

Reminder: The Payment Voucher (PV) form is no longer the 
correct way to reimburse an individual for personal purchases of 
goods. PV forms requesting reimbursements will be handled like 
TV forms, beginning May 1.

Reminder: No ACARD System as of May 1
Also beginning May 1, the ACARD System will no longer be 
accessible. If you have any unallocated transactions in ACARD, 
they will auto-feed at this time into the Finance System. Look for 
them there under Account ChartField 553200 (ACARD System 
Clearing). Your department will need to do a Journal Entry (JE) in 
order to update clearing account items to valid Accounts.

Questions? Need assistance to complete your ACARD System 
processing before the May 1 deadline? Just email 
procurement.card@cu.edu – or call Betty Heimansohn at 
303.315.2778.

Expense System Training
Expense System classes on Travel and Procurement Card have 
been scheduled on each campus during April, May, and 
June…along with our new 30-minute workshops that focus on 
hot topics in the new system. Current workshops are:

Approval Workflow (who can approve, factors affecting the 
approval flow, etc.)

Per Diems (how itineraries work to calculate per diem reim-
bursements, how to limit meal and other reimbursements, etc.)

Additional workshop topics are under development and will be 
announced later this month and added to the May-June sched-
ules.

Register online at www.cu.edu/psc/traininghelp/es_training.htm 
or contact Procurement Training & Documentation Specialist 
Heather.Hoyer@cu.edu, 303.837.2130, with questions.
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