
Takinõ Care Of Business
At PSU

December 9, 2010

Dee Wendler



òHot Topicsó

Six Audits in progress at PSU:
ÅThree Internal Auditors permanently stationed at 

PSU
ÅAll Audit reports go to the State Board and become            

public records, accessible by the Media   

Increased focus on:
ÅRegulatory Web/Regulatory Compliance
ïCompliance Officer

ÅMinority, Women Owned & Emerging Small 
Business (MWESB) Vendors
ÅFiscal Irregularities
ÅMedia, media media!!!



Your Fiduciary Responsibilities
Ethics 

Budgetary Compliance

Safeguarding Institution Funds

ÁInternal Controls

ÁAppropriate use of $$ & Assets

ÁEfficient/Economical Purchasing

ÁAccountability
APPROVALS!



Fraud Triangle

Pressure

Opportunity Rationalization



ÅPurchasing Limits

ÅProcurement Card Transactions

ÅPersonal Reimbursements

ÅHosting

ÅTravelReimbursements

ÅContract Signature Authority

òHot Spotsó For Auditors



ÁDepartment Meetings/Retreats

ÁHosting

ÁTravel

ÁPersonal Reimbursements!

ñFrequently Reviewedò Purchases:

ÁTimeliness of  Payment
ÁBusiness Purpose 
ÁDelivery Address
ÁProper Documentation
ÁAppropriate Approvals

ñFrequently Reviewedò Points:



òSo what do I need to know???ó 



Purchasing 
ÁLimits

-$0 - $25,000 ðdirect buy!

-$25,000 - $100,000 ð3 quotes required*

-Over $100,000 ðFormal Request for Proposal*
*Posted on OUS Website 3 day minimum ðContact Purchasing

ÁPayment Options
- Invoice PSU Department

- Centralized Billings 

- Visa P-Card

- Costco Card

- Avoid  Personal Reimbursements!!



VISA P-Cards  

Improved P - Card Module!

ÁVendors paid immediately!

ÁTransactions post directly to 
Banner

ÁCan change index or split charges

ÁAllows Services (1099 Reportable)      

Audited annually!!

ÁLog and statement must be 
reviewed and initialed by Budget 
Authority monthly!



Centralized Billings
Office Supplies/Hosting/Recruiting/Other

ÅOffice Depot/Office Max /Staplesïdiscounts
ÅCostco- must use Costco card- pick up in Purchasing Department
ÅPSU Bookstore
ÅB & B Print Source (Business Cards/ Letterhead /Envelopes)- discounts
ÅFed Ex-Kinkosïdiscounts
ÅClean Copy
ÅAramark
ÅOregonian

Travel
ÅAirfare/Travel ïAzumano, Journeys, Uniglobe
ÅEnterprise Rent-A-Car/Zipcar (within Oregon only)/Oregon Motor Pool



$aving$!!!

Centralized Billing vs. Reimbursements

$-

$5.00 

$10.00 

$15.00 

$20.00 

$25.00 

Folders Sharpie Sharpie, F -

pnt

Desk 

calendars

Recycled 

copy paper

Batteries Pens

Centralized Billing Saves $$$!



Personal & Travel Reimbursements

Á Claimant

Á Department Approver

Ĭ Supervisor or higher

Ĭ If subordinate is delegated authority to sign, 
use their own name and have a delegation 
form on file

Ĭ NO rubber stamps

Ĭ Signature form must be on file with BAO

Who needs to sign?



Signatures

Deans, directors, department chairs, and supervisors need to 
have signatures on  file in BAO:

http://www.pdx.edu/media/b/a/BAO_department_authorized_signatures.pdf

Å May Delegate Signature Authority for Travel and Personal 
Reimbursements:

http://www.pdx.edu/media/b/a/BAO_delegated_signature_form.pdf

Å Signatures may be pen & ink or electronic
http://www.pdx.edu/media/b/a/BAO_facstf_access_request.pdf

http://www.pdx.edu/media/b/a/BAO_department_authorized_signatures.pdf
http://www.pdx.edu/media/b/a/BAO_delegated_signature_form.pdf
http://www.pdx.edu/media/b/a/BAO_department_authorized_signatures.pdf
http://www.pdx.edu/media/b/a/BAO_facstf_access_request.pdf
http://www.pdx.edu/media/b/a/BAO_delegated_signature_form.pdf


Signatures

Å Travel Authorizations

Å Personal & Travel Reimbursements

Å P-Card Logs (if Budget Authority)

Å Personal Services Contracts (Contract Officer must sign 
too!)

Å Purchase Orders (electronic)

Å Direct Payments (electronic)

Å Monthly Account Reconciliations

Å Key Requests

Å Approvals for Banner access (E -BAR)

Responsibility includes approving expenses for 
allowability , accuracy and budget control

So what are you asked to sign?



ñIs there anything I shouldnôt sign???ò

CONTRACTS!



What constitutes a contract?
Å Lease agreements (copiers, printers, rentals)

Å Memorandum of Understanding (MOU)

Å Inter -governmental Agreement (IGA)

Å Waivers/Hold Harmless Releases

Å Hotel/Conference Agreements

Å Facilities use agreements

Å On-line ñI acceptò boxes

Hints that it might be a contract:

Å Signature Required (may be electronic or by default!)

Å Includes ñTerms and Conditionsò

When in doubt, call Purchasing, 5 - 3441!



òWhat questions are most often 

asked by Department Chairs?ó



Hosting Requirements
ÅOriginal Itemized Receipt

ÅState Business Purpose/Benefit to PSU
ÅNames of Attendees
Å15% Gratuity Limit
ÅCannot host PSU Employees Only
ÅCannot use P-Card
ÅApproved rates:

$10 Breakfast  
$15 Lunch 
$30 Dinner 

NO ALCOHOL!



Department Meetings/Retreats

Á Must  Last more than 2 hours

Á Must have a formal Agenda

Á CLEAR Business Purpose

Á Working Lunch (catered in)


