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 “…the act of obtaining or buying goods and services”
 Process includes preparation, processing of a demand, end receipt,

approval of payment.
 PO, Invoice, Receipt of G/S, Payment
 Contractual agreements

 Aramark, Staples, Dell/Apple, etc.

What is Procurement?

Who is responsible?
Procurement Services Department
 Ultimately responsible for procurement of goods and services for the

University
 Responsible for ensuring compliance with procurement laws, policies, &

procedures
 www.odu.edu/procurement
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Overview
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Today we will review…
 Procurement Overview
 Commonwealth Restrictions & Allowable/Disallowed Expenses
 Departmental Responsibilities Regarding Expenditures
 Worker Classification

 Independent Contractor or Employee

 Vendor Details, including Contract Vendors
 Payments/Timeline for Payments – Special, Pre-, and Timely
 How to Pay - Purchase Orders, PCards, Petty Cash
 Receipt of Goods and/Services
 Reimbursements & Avoiding Payment Delays
 Forms

service ServiceAdministrationreceiver within three 
days of receipt

Property PCard
allowable on PCard).  
Over $4,999, submit 
requisition in 

services.  Complete 

within 3 days of 
receipt. 

departments’ 
responsibility to ensure 
goods or services are 

per specifications.  

proper receipt and 
documentation.
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Commonwealth Budget 
Restrictions
CAPP Manual, Allowable & Disallo
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 University Policy 3001
 Provides guidance to departments on Allowable expenses based on

funding source
 Allowable expenses (Commonwealth E&G and Auxiliary Services: Ledger 1, 3,

4 and 6 Funds)
 Allowable (Local Discretionary/Gifts: Ledger 6 Funds Only);
 Disallowable for All Funds

CONSIDER: Reviewing the University Code of Ethics

 Procurement Requirements
 Departments have delegated authority for up to $4,999 pending use of:

 Contract Vendor OR
 Contracts can be located on Procurement Services website under ‘Contracts

& Purchasing’ tab
 If ODU has a contract available, that contract is mandatory!

 Certified Small, Woman-Owned, Minority-Owned, and/or Micro-owned business
(SWAM) Vendor

 SWAM Vendors can be located on Procurement Services website under
‘SWAM’ tab

University Rules

Improper Use

 Employee Personal
Expenses

 Agency-Sponsored
Events that DO NOT
support the mission

 Receptions or Parties
 EXCEPTIONS: University-

sponsored events such
as commencement

 Coffee for Employees
 EXCEPTIONS: University-

sponsored events

NO-NO for State Funds!
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Allowables
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 Commonwealth E&G & Auxiliaries (Ledgers 1, 2, 3,
& 6)

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Some employees perform work for ODU 
outside the scope of their normal job duties.
 Must be paid appropriately and accurately
 ODU must ensure proper reported earnings

to IRS
 IRS scrutinizes our Form 1099s each year!

 Employee (W2) and Form 1099? NO!

Questions? Pam Harris: 683.5131

“Outside the Scope”
Employees – including Student Employees – must be paid through Payroll 
Process! � ƒ
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University-wide Contracts for various “big-ticket” or “frequently purchased” 
items/services

 Staples/RGH – Office Supplies
 Aramark – Catering
 Dell & Apple – Computers
 VCE or Staples - Furniture
 Printing – must be approved by University Publications, contact Procurement

 If the University has a contract for goods and/or services, that contract is
mandatory.

 The University does not have contracts available for every possible good and/or
service needed, so departmental reques
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Prepayments
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Petty Cash Fund: an imprest fund established through an advance of funds by AP to the 
designated custodian within a University Department for making immediate cash payments for 
authorized purposes of less than $200
Does anyone currently have one?
 ALL purchasing restrictions still apply! Petty Cash should not be used to circumvent

State/ODU purchasing requirements!
BUD or higher establishes Petty Cash Custodian
 Also approves all activities associated with Petty Cash expenditures

 Internal and External Auditors, Office of Finance, and Custodian’s superior perform surprise audits!
To establish – BUD must request with AP via Memorandum 
 Include reason, name/UIN of Petty Cash Custodian, Amount Requested, Budget Code

primarily responsible
 Check then made payable to custodian – picked up in person, custodian signs Agreement

and Policy Acknowledgement, reviews all Petty Cash Regulations
 Bring University/Photo ID at time of pickup!
 Procedures 6-810: Petty Cash & Small Business Expense Procedures, 6-811: Departmental Petty Cash

Fund Policy and Procedures, 6-812: Reconciling and Reimbursing a Departmental Petty Cash Fund
Now What?!

 Safeguard all funds at all times!
 Keep funds (and keys to access funds!) on campus always!

Departmental Petty Cash Funds

PC-1 Form to be completed and approved – must provide explanation of why PCard not used 
Removal of Funds – you will be notified of noncompliance/removal via email
 Payment of Restricted Items?
 Failure to submit proper/complete documentation?
 Lack adequate security of funds?
 Unauthorized removal of funds from University Property? 
 Items in excess of $200 limit?
Reconciling & Reimbursing
 Must be reconciled and reimbursed following Procedure 6-812

 BUD or Higher must review all reconciliation and reimbursement requests

Fiscal Year-End Requirements
 General Accounting reconciles quarterly – also at end of every FY
 Departmental Fund must be accounted for by 5/31 each FY! 
How to Reconcile
 Rule of Thumb – must reconcile/reimburse monthly, complete all paperwork and submit to AP ��
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NO!
 All expenditures for capital outlay

projects
 Expenditures over $200

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Departmental Responsibilities
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 Notify vendors of Invoice Requirements
 Proper Invoice sent directly to AP

 Forward all invoices to AP immediately!
 Returns, Incorrect Billings – report to AP

immediately!
 eReceive in a timely fashion!

Vendor Responsibilities
 Correct PO Number must be listed on Vendor

Invoice
 Proper Invoices SHOULD be sent electronically,



18

35

What 3 documents are needed to process payments?
1. PO Documents
2. eReceiving Report
3. Proper Invoice

Use Banner to eReceive, to check status of Invoice, to verify payment, to view AP 
Processor, etc.
 We teach you how in Banner Finance Training!
 Offered Monthly – schedule available at www.odu.edu/finance

Perform your own research and AP will thank you later!

The Payment Process

Forms to Use
Each may be found on the Office of Procurement Services websites
https://www.odu.edu/procurement
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COV Substitute W-9
(*4 pages)

W-8BEN & W-8BEN-E may be found online
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Independent 
Personal Services 
Certification Form 

(IPSC)
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Industry Practice 
(IP) Checklist

(*3 pages)
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Worker 
Classification 

Review 
Questionnaire

(*3 pages)
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Twenty Factor Test
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Departmental Petty 
Cash Fund 

Disbursement Request 
Summary

PC-2 = Commonwealth Budgets
PC-3 = Local Budgets

43

Departmental 
Petty Cash Fund 
Reimbursement 

(PC-4) Form
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PA01 Form

For more information, visit:
https://www.odu.edu/content/da

m/odu/offices/procurement-
services/docs/procedureandform-

authorizationforpurchase-
10172014.pdf

45
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Accounts Payable Contacts
www.odu.edu/procurement/directory
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ALLOWABLE/DISALLOWED EXPENSES: 
University Policy #3001, Responsibility of Budget Unit Directors on Use of Funds (Expenditures) applies to all individuals 
designated as Budget Unit Directors having fiscal responsibility for University Budgets. Please refer to the policy for full 
details. 
Certain expenditures that are funded with Commonwealth Educational and General Funds (Ledger 1), Commonwealth 
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�x Purchase of goods or services for non-University or personal use or for use by an organization other than the
University;

�x

http://www.odu.edu/finance
mailto:w-9@odu.edu



