
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  

Top 5 Procurement Card Violations
As a participant in the Procurement Card Program – whether as a 
Cardholder, Approving Official, or Reallocator – you agree to abide by 
all applicable policies, procedures, rules, and regulations. This helps to 
ensure the integrity of the program and to minimize violations. 

The Procurement Card Handbook includes a complete list of program 
violations and their consequences (see Section 6-Violations and Prohib-
ited Transactions). Each year, the PSC is required to report Procurement 
Card violations to the State Controller’s Office. An analysis of the last 
few years has highlighted the following top five violations:

1. Documentation not turned in within 30 days

Cardholders must provide receipts to their Reallocators within 30 
days of transaction date. 

2. Documentation failure

The Statement of Account must be fully processed within 30 days of 
the end of the cycle. (This includes signing by the Cardholder and 
Approving Official, identifying valid business purpose, and attaching 
supporting documentation.)

3. Split purchase

A purchase can not be split between more than one transaction in 
order to circumvent the small-dollar purchasing limit on the card. 
(This applies to purchases with a total cost, including shipping, over 
$4,500.)

4. Travel expense

The Procurement Card can not be used to cover most travel-related 
expenses. (This includes airfare, meals in travel status, car rental, 
and lodging.)

5. Card sharing

The Procurement Card can only be used by the designated 
Cardholder. (Cardholders must not share their cards or card 
numbers with other individuals.)

If you have any questions on violations, please contact the PSC’s 
Procurement Card Compliance Specialists: Jeff Lehmann at 
303.315.2808 or Toni Johnson at 303.315.2809.

Save the Date: Supplier Showcases
Dates have been finalized and rooms have been reserved so mark your 
calendars for the CU Supplier Showcases:

Colorado Springs Campus

Wednesday, September 10 University Center Gymnasium 

Anschutz Medical Campus 

Tuesday, September 16  Research Center 1

Downtown Denver Campus

Thursday, September 18 St. Cajetan’s

Boulder Campus

Tuesday, September 30 UMC Glen Miller Ballroom & Room 235 

Stay tuned to the PSC Communicator for registration info.

Updates on Office Supplies
Survey Results Overview

The results from the Corporate Express survey are in. In general, Corpo-
rate Express received high marks in product selection, product availabil-
ity, and the overall value provided to CU. Survey results showed that cost 
and availability are your primary drivers when making purchasing 
decisions, and that you are interested in purchasing “Green” products as 
long as they are cost effective.  Corporate Express is analyzing the results 
(389 responses) to determine how to provide better service to CU.  If you 
are interested in further details on the survey, contact  Michael Fox at 
303-315-2848.

Contract Changes

Effective July 1, the PSC will change CU’s contractual relationship with 
Corporate Express.  This change will result in an 11% average 
savings on office supply expenses.  Our current Account Managers 
(Jolane DeClercq, Jeff Twist and Penny Harper) will still be supporting 
us. Note:  Campus departments will see no substantial operational 
differences.  

You will notice price changes for many of the items you purchase 
regularly.  While a majority of the changes reflect price decreases,  there 
will be some items with increased cost.  Remember that our collective 
savings will be 11%. If you have any questions on this change, contact Ed 
Dinkins at 303-315-2791.

Recycled Paper: Now a Cost Effective Alternative

One exciting element of our new contract is the reduced price for 
recycled paper. The paper (product #CEB8511RCY) has 30% post 
consumer recycled content and will cost 7.6% less than our current 
price for non-recycled paper.  This paper has been thoroughly 
tested and  performs very well in both printers and copiers. It is better 
for the environment, and it looks great, too.  If you have questions on 
recycled paper or other green products, contact Jeff Darling at 
303-492-4302.

Corporate Express and Staples

Corporate Express has accepted an acquisition offer from Staples.  The 
PSC has been in contact with Corporate Express and they have assured 
us we will see no immediate changes.  We will keep you informed as this 
moves forward.
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Important PSC Related Closing Dates

Tuesday, June 24 

Last day for the PSC to receive Travel Vouchers 

to ensure payment in FY08

Tuesday, June 24 

Last day for the PSC to receive Non-Travel 

Vouchers to ensure payment in FY08
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