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201.1 Purpose 388
20.1.2 Scope 388
20.1.3 Policy 389
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20.2.3 Policy 399
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20.34. Parking 401
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20.5 THE CAMPUS POLICE DEPARTMENT 403
20.5.1 Purpose 403
20.5.2 Scope 404
20.5.3 Policy 404
21.0 DATA GOVERNANCE AND MANAGEMENT .....ccocvcimnmnmmsmsmsmsmssssssssssssssssssssssssssssssssns 404
21.1 DEFINITIONS 405
21.2 GOVERNANCE STRUCTURE 406
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21.2.1.1 Data Governance Committee 406
21.2.1.2 Functional Data Governance Committees. 407
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21.3.4 Data Availability 411
21.3.5 Data Lifecycle 411
21.4 CYBERSECURITY 411
21.4.1 Safeguards 412
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21.4.3 Access Procedures 414
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21.5 COMPLIANCE 415
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1.0 Introduction to the Manual
Introduction Clayton State University, as a member institution of the

University System of Georgia, operates in compliance with
University System of Georgia Accounting Policies and
Procedures. In addition, the financial policies and procedures at
Clayton State University must follow the guidelines of the
Governmental Accounting Standards Board.

This manual has been developed by and for the use of the staff of
the Vice President for Business & Operations and for other
university personnel who perform various functions of business
finance, operations and service.

Topics in this section include:
Purpose of Manual

Scope of Manual
Advantages of Manual
General Policy
Recipients

Policies - Definition
Procedures - Definition
Arrangement of Contents
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o Revisions
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1.1 Purpose of the Manual

Clayton State University’s Business Operations Policy and Procedures Manual serves
several purposes. Primarily, it sets forth the essential policies and procedures that must be
followed to meet both Board of Regents mandates and statutory and/or regulatory
requirements of the state of Georgia and the federal government. Secondly, it is designed
to provide new financial and business professionals the necessary information and tools to
perform effectively. Finally, it shall serve as a reference tool for those responsible for
budgets as part of the Clayton State community.

The Office of Business & Operations embraces the policy of conforming to all statutory
and other official requirements. Concurrent with this policy, the Office, by outlining
routine procedures that might otherwise become burdensome and time consuming, is
committed to reducing "red tape" and promoting effective business operations in all
Divisions, Departments and Schools. The purpose of this Manual, then, is twofold: first, to
provide statements of policies and procedures for general guidance in conducting business
and finance operations; and second, to provide specific instructions and guidelinesfor those
personnel who are responsible for the preparation of necessary documents, forms,and other
materials involved in the fiscal affairs process. Each office, therefore, should keep the
Manual readily accessible to all users, particularly to new members of the University family
to help them in quickly becoming acquainted with these policies and procedures.

1.2 Scope of Manual

This Manual encompasses all activities of the business and finance functions. It replaces
all previous manuals, memoranda and other forms of transmitting policies and procedures.

1.3 Advantages of Manual

Advantages of this Manual include the following:
e A comprehensive, consistent source of university policies and procedures
e Clearly defined authority and distribution of responsibility to eliminate overlaps
and gaps
Minimal need for repeating orders and directives
Reduction of employee training time
Better control of the number and variety of forms distributed
Minimal need for conversation, thereby reducing the chance for misinterpretation
A guide for appropriate performance evaluation of employees

1.4 General Policy
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The Office of the Vice President for Business & Operations is responsible for the
publication and distribution of the Clayton State University Business and Operations Policy
and Procedures Manual. This Office will ensure that new procedures, manual change
notices or other correspondence that establishes, cancels or modifies currentpolicies or
procedures will be forwarded to those on the distribution list. Each Departmentor Unit of
the university must notify the Office of the Vice President for Business and Operations of
any changes in distribution requirements, including change of address, the addition or
deletion of addressees, and change in the number of copies required.

1.5 Recipients

This Manual is intended for all personnel in the Business and Operations Division as well
as for each school, department, division, or any other unit personnel who perform functions
of, or related to business, operations, and finance. University operating and management
responsibilities are also outlined within this Manual. The policies within this Manual guide
management responsibilities of the University administration as well as the executive
directors, directors and unit heads.

1.6 Policies - Definition

The following statements define and clarify what this Manual terms as "policies™:
Policies are broad guidelines for making decisions;
Policies tend to set precedence, thus reducing the repetitive rethinking of all
the factors in individual decisions. As a result, time can be saved when

decisions are made;

Policies aid in coordination. If several persons are guided by policies, they
can more easily and accurately predict the decisions and actions of others;

Policies provide stability within an organization, reducing the frustration of
employees; and

Policies encourage decision-making of individuals by giving them a

range within which decisions can be made, thus reducing the need
for reversal by higher authority.

1.7 Procedures - Definition

The following statements define and clarify what this manual terms "procedures™:
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Procedures are amplifications of policies;

They describe steps to be taken to accomplish specific jobs within the scope
of stated policies; and

They specify the order of job performance, while policies concentrate on
basic general approaches. However, in some areas the two may overlap and
are not always differentiated.

1.8 Arrangement of Contents

A table of contents provides a list of the subject matter as arranged by sections, to
which are assigned numbers. Topics and subjects are identified and located by
section numbers. An index lists a detail of subjects included in the manual and gives
the section number in which the material on the subject appears.

1.9 Revisions

Policies and procedures can be regularly modified, deleted or added as necessary.
The Manual is available electronically and in loose-leaf form to simplify the
substitution or insertion of revised or additional pages in a section without affecting
other sections. In addition to the printed Manual, the Office of the Vice President
for Business & Operations posts the manual on the web and provides electronic
copies of the complete Manual to those who have computer facilities to use them.

This Manual is intended to be a daily guide for divisions/departments/units in
conducting their business and finance operations. The office encourages users to
forward, to the Office of the Vice President for Business & Operations, comments
regarding revision and/or additions that would help better to achieve this purpose.
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2.0 Business & Operations Organization

Introduction:

This section documents the origin of the University System of
the creation of Clayton State University,
and complete

Georgia,

organizational structure of the university,

information about the Business & Operations division of the

university

Topics in this section include:

[y Ry Iy oy ey By Ny N

Creation of the Board of Regents of the USG
Charter of the Board of Regents

Official Name of the Board of Regents
Constitutional Provisions

Powers of the Board of Regents

The University

Accreditation of the University

Organization of the University

Vice President for Business & Operations
Mission of Business & Operations
Responsibilities of Business & Operations
Assignments of Responsibilities and Function
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2.1 Creation of the Board of Regents of the
University System of Georgia

By an Act signed by Governor Richard B. Russell to be effective on January 1,
1932, the General Assembly established the Board of Regents of the University
System of Georgia with responsibility for "the government, control, and
management" of state supported colleges and universities. The Board of Regents
became a Constitutional Board when this plan for the governance of higher
education was incorporated into the Constitution of Georgia in 1943.

The Board of Regents executes its Constitutional responsibilities in two primary
ways:

By adopting policies to provide general guidelines for governing the
University System; and

Presidents of the institutions are given responsibility and authority for
administration of the System in accord with the adopted policies by the
Chancellor of the System and under his direction.

2.2 Charter of the Board of Regents

The charter of the Board of Regents consists of the original charter of the Trustees
of the University of Georgia as approved in the Act of the General Assembly of the
State of Georgia on January 27, 1785, and modified by a subsequent Act of the
General Assembly in 1931 as follows:

Be it further enacted by the Authority aforesaid, that there is hereby set up and
constituted a department of the State Government of Georgia, to be known as the
‘Board of Regents of the University System of Georgia." The name of the
corporation heretofore established and existing under the name and style, “Trustees
of the University of Georgia' be and the same is hereby changed to "Regents of the
University System of Georgia.' (Article 20-31, Acts 1931)

2.3 Official Name of the Board of Regents

The official name of the Board of Regents under its Constitutional charter is "Board
of Regents of the University System of Georgia."
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2.4 Constitutional Provisions

The Constitution of the State of Georgia makes the following provisions regarding the
Board of Regents of the University System of Georgia:

There shall be a Board of Regents of the University System of Georgia which shall consist
of one member from each congressional district in the state and five additional members
from the state at large, appointed by the Governor and confirmed by the Senate. The
Governor shall not be a member of said Board. The members in office on June 30, 1983,
shall serve out the remainder of their respective terms. As each term of office expires, the
Governor shall appoint a successor as herein provided. All such terms of members shall
be for seven years. Members shall serve until their successors are appointed and qualified.
In the event of a vacancy on the Board by death, resignation, removal, or any reason other
than the expiration of a member's term, the Governor shall fill such vacancy; and the
person so appointed shall serve until confirmed by the Senate and, upon confirmation, shall
serve for the unexpired term of office.

The Board of Regents shall have the exclusive authority to create new public colleges,
junior colleges, and universities in the State of Georgia, subject to approval by majority
vote in the House of Representatives and the Senate. Such votes shall not be required to
change the status of a college, institution or university existing on the effective date of this
Constitution. The government, control, and management of the University System of
Georgia and all of the institutions in said system shall be vested in the Board of Regents of
the University System of Georgia.

All appropriations made for any or all institutions in the University System shall be paid
to the Board of Regents in a lump sum, with the power and authority in said board to
allocate and distribute the same among the institutions under its control in such way and
manner and in such amounts as will further an efficient and economical administration of
the University System.

The Board of Regents may hold, purchase, lease, sell, convey, or otherwise dispose of
public property, execute conveyances thereon, and use the proceeds arising from that; may
exercise the power of eminent domain in the manner provided by law; and shall have such
other powers and duties as provided by law.

The Board of Regents may accept bequests, donations, grants, and transfers of land,
buildings, and other property for the University System of Georgia.

The qualifications, compensation, and removal from office of the members of the Board of
Regents shall be as provided by law." (Constitution of Georgia 1982, Article VIII, Section
V)
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2.5 Powers of the Board of Regents

The Official Code of Georgia provides the following powers to the Board of
Regents:

The Board of Regents shall have power: (1) to make such reasonable rules and
regulations as are necessary for the performance of its duties; (2) to elect or
appoint professors, educators, stewards, or any other officers necessary for all of
the schools in the University System, as may be authorized by the General
Assembly, to discontinue or remove them as the good of the System or any of its
schools or institutions may require, and to fix their compensations; (3) to establish
all such schools of learning or art as may be useful to the State, and to organize the
same in the way most likely to attain the ends desired; (4) to exercise any power
usually granted to such corporation, necessary to its usefulness, which is not in
conflict with the Constitution and laws of this State.” (Acts 1931, pp. 7, 24)

The Board of Regents shall have such other and further powers and duties as may
now or hereafter be provided by law or the State Constitution.

2.6 The University
Clayton State University is a unit in the University System of Georgia.

Clayton State University opened in 1969 as Clayton Junior College. The Board of Regents
of the University System of Georgia elevated the institution to baccalaureate status (as
Clayton State College) in 1986, to university status (as Clayton College & State University)
in 1996 and approved the present name on May 18, 2005.

The beginning of the university can be traced to 1965 when the Board of Regentsauthorized
three new junior colleges for the University System, one of which was designated for south
metropolitan Atlanta. The Board considered several locations in the region, and chose the
present site in Clayton County because of the unique combination ofnatural beauty and easy
access to the then recently-completed Interstate 75. The citizens of Clayton County
subsidized the initial construction of the state institution by passing a bondissue for nearly
$5 million. Construction of the new campus began in fall 1968, and the doors opened on
September 30, 1969.
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2.7 Accreditation of the University

“Clayton State University is accredited by the Commission of Colleges of the
Southern Association of Colleges and Schools, (1866 Southern Lane, Decatur
Georgia 30033-4097): Telephone number (404) 679-4501 to award the Bachelor’s,
Master’s and Education Specialist degrees.”

“Clayton State University is also accredited by the National Council for
Accreditation of Teacher Education, the Georgia Department of Education, the
Association of Collegiate Business Schools and Programs, the National Business
School and Programs, the National League of Nursing and approved by the Georgia
Board of Nursing.”

“Individual colleges and departments also hold membership in the regional and
national professional organizations associated with their respective disciplines.”

2.8 Organization of the University

The university organizational charts may be found on its website located at
www.Clayton.edu

2.9 Vice President for Business & Operations

The Vice President for Business & Operations reports to the President and acts as
an agent of the Treasurer of the Board of Regents in all financial matters. The

Vice President for Business & Operations, who is responsible for the fiscal affairs
administration of the university, has custody of all funds, securities, and assets of
the university.

The division is responsible for the university’s financial, human and physical
resources. Six areas work within Business & Operations:

Auxiliary Services
Budget & Finance
Facilities Management
Human Resources
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e Operation Services
e Public Safety

These offices provide a multitude of services to the campus community ranging
from public safety, employee relations, payroll, student accounts, employee
benefits, parking services, the bookstore, food services, campus maintenance and
landscaping, budgeting and reporting, environmental safety, architecture and space
planning.

The Division has a fiduciary responsibility to protect the interests of the university
and to operate with the highest levels of professionalism and integrity.

2.10 Mission of Business & Operations

The mission of this division is to provide the best possible customer service and support to
the students, faculty and staff of the university by ensuring that the university’s support
services function effectively, efficiently and, most importantly, ethically.

2.11 Responsibilities of Business & Operations

The primary responsibilities of the Office of Business & Operations are to provide
leadership, manage the operations and fiscal affairs of the university and keep the
President and the Board of Regents staff informed of the university's financial
condition.

Besides providing leadership, the Office must:
e Develop and recommend broad policies
Ensure that strategic and operational plans are developed and articulated
Create operating systems for business functions
Select, train, manage and develop personnel to carry out these functions effectively
Design and carry out appropriate evaluation procedures
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2.12 Assignments of Responsibilities and Functions

Three Assistant Vice Presidents, the Director of Human Resources, and the Chief of Police
report directly to the Vice President of Business & Operations. The Vice President for
Business & Operations provides the necessary leadership to the overall area in order to
maintain good stewardship of the financial and physical resources that support the
university’s growth and development along with the safety of our students and staff.

The Assistant Vice President/Controller reports directly to the Vice President of Business
& Operations and is responsible for Procurement Services, Payroll, Student
Accounts/Bursar, Budget, Accounts Payable and General Accounting and Reporting. The
AVP performs other duties as assigned by the Vice President for Business & Operations.

The Assistant Vice President of Auxiliary Services reports to the Vice President for
Business & Operations and is responsible for the Campus Bookstore (Loch Shop), Contract
Vending Services, Student ID Carding, and Contract Food Services, including those for
housing. The AVP performs other duties as assigned by the Vice President for Business
& Operations.

The Assistant Vice President of Facilities reports directly to the Vice President of Business
& Operations and is responsible for all physical facilities and equipment of the university,
including inventory control, environmental safety, landscaping, mail room and
construction projects. The AVP performs other duties as assigned by the Vice President for
Business & Operations.

The Director of Human Resources reports directly to the Vice President of Business &
Operations and assists in the recruitment and retention of personnel, administers the fringe
benefits programs of the university, administers the wage and salary program of the
university, provides employees with financial, retirement, and benefits and performs other
duties as assigned by the Vice President for Business & Operations.

The Chief of Police of the university reports directly to the Vice President of Business &
Operations and is responsible for campus security, crime awareness and prevention
measures, traffic control, and parking. The Chief performs other duties as assigned by the
Vice President for Business & Operations.
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3.0 Accountability and the Accounting System

Introduction: Clayton State University, as one of thirty-one (31) state supported
member institutions of higher education in Georgia, is required to
use PeopleSoft Financials for the accounting of Accounts
Payables, Asset Management, Budgets, Purchasing and all
General Ledger activity. This section provides information about
manuals that must be followed, policies and procedures affecting
the accounting system, and general policies for the accounting
system.

Topics in this section include:

o Manuals

o Other Authoritative Documents

o General Policies for the Accounting System
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3.1 Manuals

To insure consistency throughout the university system, the Board of Regents has
published the following manuals for use by institutions. This Clayton State
University manual is considered a further interpretation of the Board of Regents
manuals.

Business Procedures Manual (BPM) of the University System of Georgia which
sets forth essential procedural components USG institutions must follow to meet
Board of Regents policy mandates and the statutory or regulatory requirements of
the state of Georgia and the federal government. The manual is available from the
following website: http://www.usg.edu/business_procedures_manual/.

GeorgiaFirst Financials, University System of Georgia. All documentation for the
GeorgiaFirst Financials is available from the following website:
http://www.usg.edu/gafirst-fin/. A password is required to download
documentation. The password may be obtained from the CSU Controller.

The policies and procedures of these manuals are incorporated into and become a
part of this Manual. Because these manuals by their nature apply only to the
Accounting Services personnel, their contents are made a part of this manual by

reference, not by reproduction.

3.2

Other Authoritative Documents

The GeorgiaFirst Financials System, an implementation of PeopleSoft Financials, as it is
currently formulated, developed and operated is the result of many contributing documents,
publications, and other factors. Among them are the following:

Laws and statutes of the State of Georgia

Policies, procedures, regulations, directives, memoranda, manuals etc. of

the Board of Regents, University System of Georgia

Federal agency regulations and requirements

College and University Business Administration, 1982 and The Business and
Finance Services Manual of the National Association of College and University
Business Officers

Higher Education Finance Manual, a project of the Department of Education,
Department of Health and Human Services and NCHEMS (National Center for
Higher Education Management Systems)

Audits of Colleges and Universities, the AICPA (American Institute of Certified
Public Accountants) industry audit guide
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The Government Accounting Standards Board (GASB) Statement No. 34, Basic
Financial Statement and Management’s Discussion and Analysis for State and
Local Government

The Government Accounting Standards Board (GASB) Statement No. 35, Basic
Financial Statement and Management’s Discussion and Analysis for Public

Colleges and Universities

Personnel of the Accounting Services Department must be familiar with the
requirements of all authoritative literature concerning Fund Accounting and
Reporting.

3.3 General Policies for the Accounting System

3.3.1 Scope of the System

With the constantly increasing requirements and needs for fiscal, financial, and
other management information, and the increased need and demand for
accountability in the public sector, the complexity of Fiscal Affairs operations in
colleges and universities equals or exceeds that of large business or industrial
enterprises. The PeopleSoft Financials (P/S) System of the University System of
Georgia, as operated and used by and for Clayton State University, is the vehicle
through which all fiscal affairs (Budget and Finance) transactions are organized,
classified, recorded, processed, reported and managed. It is a system capable of
responding to changing conditions and shifting requirements, the implementation
of which will be limited by the skills of its available operating personnel and the
versatility of data processing equipment, both hardware and software.

3.3.2 Basis of Accounting

For financial reporting purposes, Clayton State University is considered a special-
purpose government engaged only in business-type activities. Accordingly, the
University’s financial statements are presented using the economic resources
measurement focus and the accrual basis of accounting. Under the accrual basis,
revenues are recognized when earned, and expenses are recorded when an
obligation has been incurred. All significant intra-university/college transactions
will be eliminated.
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3.3.3 Salaries and Wages

Salaries and Wages earned in one fiscal year must be expended and reported for
that fiscal year. If earned in one fiscal year and paid in the following fiscal year,
they must be reported as accrued payrolls.

3.34 Contractual Services and Materials

Contractual services performed and invoiced, and materials received and invoiced,
for which payment has not been made at the balance sheet date, are reported as
accounts payable.

3.35 Receipts

Receipts collected before the end of the fiscal year that are payment for services in the next
fiscal year, such as fees for use of facilities and student advance payments, are reported as
deferred revenues.

3.3.6 Inventories

Consumable supplies are carried at the lower of cost or market on the first-in, first-
out (“FIFO”) basis of accounting.

3.3.7 Summer School

When the beginning and ending dates of a summer school session are in two fiscal
years, revenues and expenditures are split and reported when earned and/or
incurred. The revenues include tuition, mandatory fees and course fees. Salary
dollars are posted in the month in which they were earned by employees.

3.3.8 Responsibilities of the Accounting Services
Department

The Controller serves as the university's financial and accounting officer reporting
to the Vice President for Business & Operations and, in this position, is responsible
for providing financial leadership and direction in the performance of all financial
functions of Clayton State University. Specific duties and responsibilities assigned
to the Office of Budget and Finance include the following:

e Financial policy development
e Financial controls
e Financial analysis
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e Financial reporting

e Financial agreements

e Receipt and custody of funds
Payments for goods and services
Payrolls

Cashiering

Student billings

Cash management

Training of Accounting Services staff
General accounting operations
Auditor liaison

The Controller is also responsible for ensuring that all accounting functions,
systems, etc. are in full compliance with the authoritative literature cited above.
He/she is responsible for the review of the university’s chart of accounts to ensure
that each complies with this authoritative literature and, in particular, the Board of
Regents Business Procedures Manual.

A monthly review will be conducted by Budget & Finance staff and reviewed by
the Director of Accounting Services and/or the Controller and documentation to
such will be placed on the z drive (CSU network data storage) so that it is available
for review by the Vice President of Business & Operations and others. (SAS112
documentation) The documentation/review must ascertain the status of each
university account, including the determination that all accounts are properly
classified, current and in compliance with “industry” standards cited above. Any
accounts not in full compliance must be adjusted immediately and those accounts
that are no longer in use and/or that have unused balances will be closed and the
balances disposed of appropriately.

Any deviations from these established “industry” standards must be reported to the
Vice President of Business and Operations and to the staff of the Board of Regents,
if applicable.

3.3.9 PeopleSoft Financials (P/S) System Structure and
Codes

The P/S (PeopleSoft Financials System) is based upon the fundamental college and
university accounting principles that all funds have a source and a use--in other
words, fund accounting as compared with profit and loss accounting in commercial
and industrial enterprises. This system requires individual stewardship for the
financial resources received and the manner in which they are expended.
Stewardship is accomplished by separate identification for each entity. Individual
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entities (projects) with similar characteristics are placed in a fund group, each entity
within a fund group having its own set of assets, liabilities and fund balance.

The P/S accounting system uses a chart string from for recording transactions that
consists of a six-digit account number, a five-digit Fund Number, a seven-digit
Department 1D, a five-digit Program Code, a five-digit Class Code, and sometimes
a Project/Grant code whose length varies.

Users are referred to the Board of Regents Business Procedures Manual Section 1
for Accounting Principles and Definition and Section 2 for a detailed description
and explanation of the chart of accounts.

3.3.10 Basic Financial Reports and Statements

Through the P/S system the Accounting Services Department can generate various
financial reports and statements for use by appropriate administrators to use in
planning and analysis.

The basic, standard reports used are as follows:
e Budget Progress Report by department
e Trial Balance Report,
e Revenue Ledger Report

All departments of the university have the authority to run their own reports out of

PeopleSoft (Expenditures Report, Comparison of Budget to Actual Expenditures,
and the like).

3.3.11 University Bank Accounts

The president of each USG institution shall determine the bank or banks where funds are
deposited through a best value competitive contract bid process to be undertaken every five
(5) years (BOR Minutes, April 2005). The president shall inform the USG chief fiscal
officer of the bank or banks where funds are deposited. It shall be the duty of the Treasurer
of the Board to handle all details relative to the bank or banks furnishing the required

depository protection (BOR Minutes, 1949-50, p. 251; February 1996).

The USG chief fiscal officer shall appoint a person or persons at each USG institution with
authority to sign checks drawn on banks where funds of the respective institutions are
deposited. Persons so appointed shall be authorized to sign any documents that may be

required by the banks concerned (BOR Minutes, 1952-53, p. 365).
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4.0 Accounts Payable

Introduction: In accordance with state law, payment will not be remitted prior
to receipt of materials, goods, or supplies except when it is
mandatory or approved by the Purchasing Office that payment
accompanies the order.

Payments issued by Clayton State University are accomplished
through direct deposit to employee or student accounts, additions
to student payment cards, by wire transfers, or by check.

Topics in this section include:

Payment Processing

Approval Authorization

Prohibited or Restricted Purchases/Payments

Types of Payments

Prompt Payment Responsibilities

Processing Credit Memo’s, Refund Checks, and VVoid Checks
Unclaimed Property
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4.1 Payment Processing

In accordance with state law, payment will not be remitted prior to receipt of materials,
goods, or supplies except when it is mandatory or approved by the Purchasing Office that
payment accompanies the order. Payment for services should not be paid prior to receipt
of the services, except that ordinary and customary services (maintenance contracts) may
be prepaid.

Payments issued by Clayton State University are accomplished through direct deposit to
employee or student accounts, additions to Student payment cards, by wire transfers, or by
check.

For all payments by check, Clayton State University uses the “positive pay” services of the
banking institution. Positive pay ensures that CSU does not suffer loss of funds due to
fraudulent checks. After physically preparing checks at CSU, an electronic file is sent to
the bank providing authorization to pay by check number and amount. Checks presented
to the bank for payment that do not exactly match the check number and amount will not
be honored.

Submission of the electronic “positive pay” file to the bank does cause a small processing
delay in the preparation of the checks. Generally, checks issued during a work day will
have the positive pay file available to the banking institution overnight, and will be
available for payment on the following banking day. For extenuating circumstances, an on-
line positive pay file may be generated for one check.

4.2 Approval Authorization

Where the purchase of goods or services is involved, the department budget manager has
primary responsibility for approval of all expenditures charged against accounts under
his/her administration. The department budget manager must verify the following prior to
approval of payment:

¢ Receipt of goods or services

e Purchase is appropriate for fund source

e Purchase matches order including item descriptions, quantities, and unit prices

e Sufficient funds for payment are available in the account regardless of fund source.
e Purchases are allowable under state and federal guidelines
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Since the requisition (and/or purchase order), the vendor’s invoice, and the receiving report
are matched in the Accounting Services Department, the department budget manager is
responsible for promptly notifying the Accounting Services Department of any problems
on the order immediately after receipt of goods and/or services. Upon notification,
Accounting Services will withhold payment from the vendor until the problems are
resolved.

4.3 Prohibited or Restricted Purchases / Payments

4.3.1 Overview

In general, university funds may be used to purchase items related to the missions of
instruction, research, and public service. Specific rulings have been made on various items
and the legality of such purchases. The remainder of this section will address these specific
rulings. Sponsored funds follow the same rules as state funds unless the grant indicates a
particular expense is allowed.

While the CSU Accounting Services Department does not have responsibility for
reviewing purchases (except where noted), the office may request review by the
procurement authority if the purchase appears questionable.

4.3.2 Purchases for Personal Use

It is unlawful for CSU to make purchases for the personal use of its employees (Acts of
1939 40-1936). While it is difficult to define specifically all such goods and services, the
following list includes examples of items which have been denied (by State Purchasing
Division, other state agencies, and CSU) for purchase in the past using state funds, on the
grounds that the apparent end-use is personal in nature:

e Christmas decorations and cards

e Cut flowers / plants

e Entertainment, alcoholic beverages and/or refreshments
e Table radios

e Waitches, groundbreaking shovels and other items to be granted as a donation or
gratuity in favor of a person, corporation or association

e Dues to a Chamber of Commerce

e Employment agency placement fees

e Clothing, such as tuxedos, used for commencement services or other personal use
e Airline club memberships
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e Gifts

e Bottled water - There are justifiable reasons, however, that would allow the
purchase of bottled water. Examples include: use in laboratories, non-potable water,
etc. Business Services is responsible for verifying that it is purchased properly and
requests that departments make a note on the orders indicating the justification.

4.3.3 Purchases by Employees

The Board of Regents Policy Manual, section 7.7.2 states the following:

Employee Purchasing: Absent a specific and approved exemption, employees of the
University System shall not purchase goods or services for personal use through
channels used in the purchase of goods and services for the operation of the University
System.

This means that an employee cannot use the University System’s buying power (discounts)
for personal purchases.

4.3.4 Memberships and Membership Allowances

Memberships in the Name of the University

The university may pay institutional memberships and dues in professional associations
provided that they are in the name of the university. Departments are responsible for
making sure the institution is not already a member of the organization before authorizing
a purchase request.

Chamber of Commerce membership dues are not payable from State funds under any
circumstances, since it does not qualify as necessary for the operation of an institution
according to the Attorney General (Section 19.3 of the Board of Regents BPM)

Memberships in the Name of an Individual

Memberships in the name of an individual cannot be paid or reimbursed from any fund
source unless one of the following circumstances applies:

e Job Requirement: the membership is necessary to fulfill the requirements of a job.
A letter of justification detailing the necessity of the membership must accompany
any purchase request.

e Purchase of Journals at a Reduced Rate: The sole purpose of the membership is to
purchase professional journals at a reduced rate that are not available through the
University Library. The membership must include the cost of the journal and be
less than the amount that would be paid if the journal was purchased without
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membership. These journals become the property of the university rather than the
individual in whose name the membership is made. The journals must pertain to
the mission of the department from which payment is made. A letter of justification
providing details to show the cost advantage of purchasing the membership must
be provided.

4.3.5 Subscriptions

Subscriptions may be authorized by department budget managers via purchase request
when all of the following conditions are met:
e The institution is not already a subscriber or member of an organization
e The subscription is not available through the University Library
e Thesubscription is of a public nature and a tangible benefit accrues to the institution
by virtue of the payment

A letter of justification should accompany the purchase request. The Board of Regents has
recommended that departments establish limits on the number of subscriptions that will be
allowed per employee.

4.3.6 Licenses

e Ifalicense or certification is required to meet the minimum job requirements, then
the employee must pay for the license or certification

e If having the license or certification is not a minimum job requirement, the
department prefers the employee have it, and the department/institution receives a
tangible benefit in paying for the license, then CSU can purchase with a letter of
justification from the department budget manager
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4.3.7 Printing for Charitable Campaign

In September 1992, the Chancellor's Office of the Board of Regents made a ruling to allow
the printing of charitable campaign material from state funds. The reasoning was that the
alternative (time and efforts of Presidents, VPs, etc. to prepare memorandums, etc.) was
more expensive to the state.

4.4 Types of Payments

Payments processed by the Accounting Services Department for goods and services may
generally be classified as follows:

44.1 Purchasing Card

The purchasing card is the preferred method of payment for materials, supplies and services
equal to or less than $4,999.99. A complete discussion of the Purchasing Card is contained
in section 14 of this manual.

4.4.2 Invoices Received on Orders Generated via
Purchase Request

These are orders where goods or services were ordered, received, and then billed by vendor.
The order will have been placed by the CSU Procurement Services Department, directly
by a department under delegated authority, or directly by a department under exemption
from Purchasing Department review and approval. The payment will be automatically
processed by Accounting Services when the following items have been received and
matched to verify quantities/prices/etc.:

e Evidence of Order (Purchase Order Copy, evidence of delegated authority or
evidence of exemption from Purchasing Department)

e Vendor’s Invoice
e Receiving Report indicating receipt of goods/services

Note: Vendors have been instructed to mail all invoices to the Accounting
Services Department. If an invoice is received by a department, it should be
promptly forwarded to the Accounting Services Department.
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4.4.3 Prepayments

If the terms of the purchase require prepayment, the prepayment requirement should be
clearly annotated on the Purchase Request form. Upon approval, the CSU Procurement
Services Department will coordinate the prepayment with Accounting Services.

Examples of customary prepayments
e Subscriptions
e Registrations
e Annual maintenance agreements
e Postage/Mail Accounts
e Deposits on Rental/Leases
« Annual Computer Internet Access Contracts
e Licensed Software and Upgrades

e [nstitutional Memberships

Non-customary prepayments must be approved by the CSU Procurement Services
Department.

4.4.4 Reimbursements

= Travel Reimbursements
When employees travel they are reimbursed for travel expenses using a Travel Expense
Statement. The Travel Expense Statement is discussed in section 4 of this manual.

= Travel Reimbursements for Non-Employees
Non-employees may be reimbursed for travel expenses via the Travel Expense Statement
for Non-Employees as discussed in Section 15 of this manual.

= Emergency Purchases
When employees purchase supplies and materials directly, they are reimbursed via petty
cash. The normal petty cash limit is $50.00. Note that sales taxes should not be paid, and
will not be reimbursed. Additional information about the use of petty cash and sales tax
exemptions may be found in section 8 of this manual. Departments needing to make
emergency purchases over $50 must coordinate these requests through the Procurement
Services department.

445 Refunds
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When revenues collected must be returned to the payor, a memorandum must be sent to
the Accounting Services Department requesting the refund. The request should have proof
of original receipt attached, justification for the refund, and all required information needed
to prepare the refund. The Accounting Services Department will issue a refund check to
the original payor.

4.4.6 Wire Transfers

Wire transfers may be used in lieu of a check to process payments to vendors upon request
or special need. Departments ordering goods or services that must be paid by wire transfer
should coordinate with the Accounting Services prior to the placement of the order. The
Accounting Services Department requires receipt of all documentation a minimum of three
business days prior to the transfer date. The banking fee for the wire transfer will be
charged to the originating department. Required documentation includes a memo
requesting the wire transfer, amount of payment, account number to be charged, banking
information (routing and account number of vendor being paid), and authorization for
payment (invoice).

Wire transfers to international accounts require the same documentation, but also require:

e Receipt of all documentation a minimum of seven business days prior to the
transfer date

e Accounting Services Approval

4.4.7 Payments in Foreign Currency

Foreign vendors may request payment in their country’s currency. Contact the Accounting
Services Department for assistance, and allow an additional ten business days for
processing.

4.4.8 Other Non-Payroll Disbursements

A memorandum is utilized to initiate a request for payment for many instances where a
payment is made from CSU for non-payroll disbursements.

Some of these types of payments are:
e Requesting a disbursement from an Agency Fund
e With VP approval via memorandum to Accounting Services Department, cash
advances for:
o Athletic Team Travel
o International Student Travel
o Other Student Travel
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o With the President’s approval via memorandum to Accounting Services
Department, cash advances for all other instances not covered above

4.5 Prompt Payment Responsibilities
45.1 Governor's Executive Order - Prompt Payment of
Invoices

CSU is mandated by Executive Order of the Governor of the State of Georgia to pay
invoices within 30 days from the latter of:

e Invoice date
e Date the invoice is received by CSU
e Date goods and/or services are received by CSU

45.2 Departmental Approval

Normally, the paperwork matching process occurs in the Accounting Services Department
for normal orders, and requires no involvement from the departments. However, in the
event of a problem with an order that may not be revealed in the receiving report, it is
imperative that the department provide prompt notification to the Accounting Services
Department describing the problem.

45.3 Payment Request Processing Schedule

The CSU Accounting Services Department is responsible for completing payment requests
within ten calendar days. While ten days is not generally required to process the payment,
it may be necessary in the instance that additional processing is required. Therefore,
departments should submit requests in time to allow 10 days for processing. If the CSU
Accounting Services Department cannot process the payment due to missing or incorrect
information, the Accounting Services Department is responsible for alerting the
department within ten calendar days. The department will be informed of the problem and
provided with instructions regarding what is needed to complete the transaction.

4.6 Processing Credit Memo’s, Refund Checks,
and Void Checks

Business and Operations Policy and Procedures Manual Feb 2022 Version 1



44

4.6.1 Credit Memo Instructions

Vendors issue credit memos for returned goods as well as pricing discrepancies. If a credit
memo is anticipated, the department should provide prompt notification to the Accounting
Services Department to hold the original invoice until the corresponding credit memo is
received. In the event an invoice has been paid, and the department does not anticipate
additional business with this vendor, the Accounting Services Department will request a
refund from the vendor. Departments should maintain close coordination with the
Accounting Services Department regarding credit memos, especially when dealing with a
vendor that will not provide refunds.

4.6.2 Refund Check Instructions

If a department receives a refund check from a vendor, the department number and account
number must be referenced on the check stub and submitted to the Accounting Services
Department. The Accounting Services Department will apply the refund to the appropriate
account and deposit it into the university’s bank account. Refunds will be credited to the
budget period of origin.

4.6.3 Void Check Request

Due to various situations, payees occasionally never receive or lose checks issued to them.
Upon written (memo or email) notification from the payee, the department should then
request the Accounting Services Department void and reissue the check. Upon receipt of
the departmental memo, the Accounting Services Department will (1) verify that the check
has not cleared the bank, (2) stop payment on the original check, and (3) provide a
replacement check. The check reissue will require seven to ten business days from the
receipt of the departmental request.

4.7 Unclaimed Property

The laws of the State of Georgia regarding unclaimed property are contained in the Official
Code of Georgia Annotated (O.C.G.A.) Sections 44-12-190 through 44-12-235.

Basically, any property that has remained unclaimed by the owner for more than one (1)
year for payroll checks or five (5) years for other checks is presumed abandoned. For CSU,
abandoned property may include, but is not limited to:

e Qutstanding payroll checks

e Qutstanding accounts payable checks

e Unclaimed deposits
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e Unclaimed student refunds
e Unclaimed credit balances on accounts receivable

“Unpaid wages,” including “unpresented payroll checks” are presumed abandoned after
they are at least one (1) year old as of the last day of the fiscal year, June 30™. Outstanding
accounts payable checks are considered abandoned (by law) when they are at least five (5)
years old as of the last day of the fiscal year, June 30™. (Note: CSU treats all unclaimed
property as abandoned after one year. See further explanation below.)

After a property becomes “abandoned,” it must be reported and remitted to the State of
Georgia Commissioner of Revenue.

The Board of Regents Business Procedures Manual, section 19, provides steps that must
be taken to contact the owner of the abandoned property. If the property remains unclaimed
after CSU has exercised due diligence in trying to contact the owner, then it must be
reported and remitted to the Commissioner of Revenue at the end of either the one (1) or
five (5) year period as appropriate. The report and remittance to the Commissioner of
Revenue must be filed during the month of November of each year, and is filed as of the
preceding June 30,

After the report and remittance is sent to the Commissioner of Revenue, any claims for
recovery of the property must be made to the Georgia Department of Revenue.

The process utilized at CSU is to stop payment on all uncleared checks that are more than
180 days old. After the stop payment is accomplished, the unclaimed funds are moved to
the unclaimed property account in the institution’s accounting records. Establishment of
communications between CSU and the payee will be attempted. If communication is
successful, then the check is reissued and provided to the payee. If CSU is unable to contact
the payee, then the unclaimed property is handled in accordance with Board of Regents
procedures and state law.
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5.0 Administrative Computing/Fiscal Affairs
Data Systems Reserved

Business and Operations Policy and Procedures Manual Feb 2022 Version 1



47

6.0 Auxiliary Services

Introduction

By definition in the Board of Regents Business Procedures Manual, an auxiliary enterprise
is defined as an activity that exists to provide a service directly or indirectly to students,
faculty or staff, and for which a fee is charged that is related to, but not necessarily equal
to, the cost of the service. Auxiliary Enterprises are operated on a self-supporting basis,
where the combination of fees and other revenues is sufficient to meet costs. Auxiliary
Enterprises are not subsidized by state appropriations or other educational and general
revenues.
At Clayton State University, the following auxiliary services are part of the Business and
Operations organization:

e Bookstore
ID Card Services (LakerCard)
Dining Services
SmartPrint Services
Vending Services

Topics in this section include:

Overview and Management Structure
Mission of Auxiliary Services
Bookstore Operations

The LakerCard

Dining Services

SmartPrint Services

Vending Services

OO000DOoDo
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6.1 Overview and Management Structure

Auxiliary Services at Clayton State University are operated under the authority of the Vice
President for Business & Operations. The management structure includes an Assistant Vice
President — Auxiliary & Administrative Services, one Director, and one Manager.

6.2 Mission of Auxiliary Services

The mission of Auxiliary Services is to provide the campus community with a variety of
retail and campus services in a friendly, convenient, and efficient manner that enhances the
overall educational experience of our students and work experience of our faculty and staff.

6.3 Bookstore Operations

Bookstore operations at Clayton State are contracted to Barnes & Noble College (BNC).
The Clayton State University Bookstore is named “The Loch Shop”. The Loch Shop
provides:

Textbook Sales and Rentals

Course Materials

Supplies and Snacks

Clayton State Logo Merchandise

BNC also manages a convenience store/spirit shop named Loch’s Nest (The Nest). The
Nest is located on Main Street in the Baker University Center and has extended weekday
hours to better serve evening students. Loch’s Nest provides:

e CSU Logo Merchandise

e Convenience items such as Scantrons and Blue Books
e Snacks and Beverages

6.3.1 Online Store

The online store, also managed by BNC, allows a student to purchase textbooks, course
materials, and Clayton State logo merchandise online and have the purchases shipped to
any desired location. Online purchases must be paid by credit card or by Financial Aid
Book funds (also known as Bookstore Bucks). The online store website has additional
pages for general merchandise and for books. The site also provides general quotes
regarding the value of used textbooks for the book buyback program.
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6.3.2 Financial Aid Book Money

Financial Aid Book Money, also known as Bookstore Bucks, allows a student receiving
Financial Aid to buy required course materials and supplies using funds remaining after
Financial Aid has been applied to cover mandatory registration fees.

Students must pre-authorize the transfer of Book Money via The DUCK. Bookstore Bucks
are available to the student if, after payment of tuition and fees, the student has unused
Financial Aid remaining in the student’s account. Up to $1,000 of unused Financial Aid
will be transferred to the student’s LakerCard for use in the Loch Shop and the Loch Shop’s
online store for the purchase of textbooks, required course materials, and other items
necessary for the completion of course work. Clayton State University logo items, book
bags, and other items may also be purchased with Bookstore Bucks.

Bookstore Bucks are available on the LakerCard only during certain dates at the beginning
of each semester. See the information on the web site at https://www.clayton.edu/aux-
services/the-loch-shop/bookstore-bucks for additional information and dates of
availability.

Bookstore Bucks are not available for purchases in Dining Services or other locations on
campus. It should also be noted that some third-party Financial Aid Accounts have special
limits on spending.

6.3.3 Graduation Services

The Loch Shop provides typical services for Graduation Exercises. Graduating students
may order university rings, announcements, and Caps and Gowns.

6.4 The LakerCard

Auxiliary Services operates the LakerCard program. The LakerCard is a multipurpose
identification and campus debit card. The card bears a student’s name, student
identification number, photograph, Library number, and magnetic stripe.

The LakerCard is the official ID card for Clayton State. In addition to identification, it also
provides access to:

LakerBucks

Financial Aid Book Money (Bookstore Bucks)
The Library

Meal Plans and Dining Dollars
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Laker Hall and your suite (Laker Hall residents only)

Laker Village suites, Phase 1 (Laker Village residents only)
Fitness Center

SAC Game Room

Check-in at The HUB

Other services around campus

The LakerCard Center is located on the first floor of the Baker University Center,
adjacent to the Lakeside Dining Hall. New students may have their LakerCard made
during their scheduled orientation session. The student must present a government issued
form of photo identification, such as a driver’s license, to have a LakerCard made. CSU
employees can obtain a LakerCard as part of new employee orientation or after
orientation. Employees must also present a government issued form of photo
identification.

Students and employees may also submit their own LakerCard photo and a government
issued id online using Photo Upload. Complete details about requirements and the
submission process are available at: https://www.clayton.edu/aux-services/laker-
card/photo-upload. Cardholders can choose to pick up their card in the LakerCard Center
or have it mailed to their home.

6.4.1 LakerBucks

LakerBucks

The LakerBucks Account is an optional account of pre-deposited funds accessed by the
cardholder for products and services on campus. Cash withdrawals from the LakerBucks
account are not allowed at any time, except upon withdrawal from the university or upon
graduation. There are several options for making deposits to the LakerBucks account:

With LakerCard Online

You can make deposits to your LakerBucks account 24 hours a day by credit or
debit card using LakerCard Online. Other people, such as parents, can use the
Guest login to make deposits on your behalf. There is a minimum deposit of $5.00
using a credit or debit card.

At an Account Management Center (AMC)

AMCs accept cash deposits only and do not give change. The minimum cash
deposit is $1.00. AMCs are located on the upper level of the Library and the first
floor of the University Center.
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At the LakerCard Center
The LakerCard Center accepts deposits by cash, credit, and debit card. There is a
minimum deposit requirement of $1.00 for cash and $5.00 for credit or debit.

Purchases

To make a purchase, simply present the LakerCard wherever LakerBucks are accepted for
payment, and the purchase amount will be deducted from your account. Account balances
are shown after each transaction. You may view your transactions history at any time via
LakerCard Online.

Disputes

Purchases with made with LakerBucks are like cash and cannot be disputed in the same
manner as credit or charge card transactions. If a cardholder has a question about a
transaction, he or she may contact the LakerCard Center and will be provided with
transaction information. Disputes about the quality of goods or services purchased with the
LakerCard must be addressed with the management of the purchase location.

Cardholder Responsibility

Cardholders should immediately report any lost or stolen LakerCard, or any unauthorized
usage of the card, either in person at the LakerCard Center or by phone at (678) 466-4215
during normal business hours (LakerCard Center Hours). Cards may also be reported lost
or stolen via LakerCard Online or LakerCard mobile. Residential students may contact the
Director or Assistant Director of Housing to obtain a temporary card after normal business
hours. Cardholders should go to the LakerCard Center the following business day to obtain
a replacement card. There is a $5.00 charge for the first replacement card.

o If loss is reported within two (2) business days, the cardholder’s liability will not
exceed $50.00 in unauthorized charges.

o Thereisa$5.00 replacement fee for lost, stolen, or damaged cards. The replacement
fee increases by $5.00 for each additional replacement card.

BankMobile Disbursements

The LakerCard Center provides student support for the BankMobile Disbursements, a
technology solution, powered by BMTX, Inc. For more information on BankMobile
Disbursements, visit this link: https://bankmobiledisbursements.com/refundchoices/.

6.5 Dining Services

The Dining Services program provides multiple dining locations. These locations are:
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o Lakeside Dining Hall — the all-you-care-to-eat meal plan dining room located on
the first floor of the Baker University Center.

e The Grind Coffee House — The Grind is a “We Proudly Brew” Starbucks coffee
shop located adjacent to the Library and offers a variety of Starbucks coffees and
coffee drinks, along with smoothies, sandwiches, and pastries.

o Lakeside Wild Wings — Lakeside Wild Wings is located at adjacent to the Lakeside
Dining Hall, across from The HUB. They serve a variety of wings each day, along
with fries and beverages.

e Sub Stand — Sub Stand is located adjacent to the Lakeside Dining Hall, across from
The HUB. Sub Stand offers a large variety of custom-made sandwiches and salads,
along with soups, chips, and beverages.

6.5.1 Dining Options for Residential Students

All Laker Hall residents are required to purchase a semester meal plan. One of the
two required semester meal plans must be selected in the online housing contract process,
and the meal plan charge will be reflected on the student’s university account.

No meal plan changes are permitted the first week of classes. Students may change their
meal plan once without penalty during the second and third weeks of the semester by
visiting the LakerCard Center. A fee will be assessed for multiple plan changes. No
changes are allowed after the third week of the semester.

Semester meal plans may be viewed at: https://www.clayton.edu/aux-services/dine-
csu/meal-plans.

6.5.2 Dining Options for Commuter Students and Laker
Village Students

Meal plans are also available for commuter students and Laker Village students. They may
select any one of the semester meal plans or one of the block meal plans. There are a variety
of ways to purchase a meal plan. Meal plans may be purchased anytime in the LakerCard
Center with cash, credit, and debit. Meal plans may also be purchased online using credit
or debit. Meal plans may also be purchased with available financial aid at the
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beginning of each semester. Meal plan options may be viewed and purchased by visiting
https://www.clayton.edu/aux-services/dine-csu/meal-plans.

6.5.3 Dining Dollars on the LakerCard

Dining Dollars are funds reserved specifically for food purchases at on-campus dining
locations. They offer flexibility and variety and are included with most meal plans. (Dining
Dollars may not be used at vending machines or for snacks in the Loch Shop or Loch’s
Nest.)

Unused Dining Dollars from fall semester carry forward to spring semester. Unused Dining
Dollars at the end of spring semester will be refunded to the student account. If a debt to
the University exists on the student account, the debt will be satisfied, and any remaining
credit balance of $10 or more will be refunded based upon your refund preference through
BankMobile Disbursements, a technology solution, powered by BMTX, Inc. Issuance of
refunds may take up to fourteen (14) business days.

6.5.4 Catering Services

Aladdin Catering Services is the exclusive catering provider for Clayton State University.
Aladdin Catering offers a wide variety of menus and can customize menus to meet a wide
range of tastes, budgets, and ingredients. Catering can also assist with the planning of every
aspect of your event. For full details about the exclusive catering policy, visit:
https://drive.google.com/file/d/1IAcHASF7sal L 2J0n11XJ9aS77WbnUV2i_/view.

Aladdin also offers discounted pricing to Recognized Student Organizations (RSOs). View
the RSO Catering Policy here:
https://drive.google.com/file/d/IAcHASF7sal L 2J0n11XJ9aS77WbnUV2i_/view.

For more information about Catering at CSU, including Aladdin’s catering guide and all
policies, visit: https://clayton.campus-dining.com/catering/.

6.6 SmartPrint Services

Auxiliary Services operates a convenience printing service called SmartPrint. The service
provides convenient printing locations on campus, with a cost of $0.10 per page for black
and white and a cost of $0.95 per page for color printing.

6.6.1 Printing Locations

SmartPrint locations for Black & White Printers are:
e Library (first floor)
e University Center (adjacent to the LakerCard Center and The Loft)
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Center for Academic Success (Edgewater Hall, second floor)
Music Building (first floor vending room)

Laker Hall (lobby outside Chilaca)

Clayton Hall (first floor)

Magnolia Hall (lobby)

Down’s Center (third floor)

Lakeview Science and Discovery Center (first floor)

SmartPrint color printing is only available in the University Center location.

6.6.2 Software Required for SmartPrint Operations

The software required to use SmartPrint is included as part of the standard load from The
HUB. It may also be downloaded from: https://www.clayton.edu/aux-services/smart-
print/install. The software is available for Windows and Mac users.

6.6.3 Support for SmartPrint Operations

Frequently asked questions and additional information about support for SmartPrint can
be found at: https://www.clayton.edu/aux-services/smart-print/help.
Technical assistance can also be provided by the LakerCard Center by phone or email.
e Phone: (678) 466-4215
e Email: lakercard@clayton.edu

6.7 Vending Services

Auxiliary Services operates an extensive network of vending machines throughout the
main campus, at Clayton State’s East Campus, the Fayette Center, and Lucy Huie Hall.
The locations with services provided may be viewed at: https://www.clayton.edu/aux-
services/vending.

6.7.1 Obtaining a Refund

Refunds are issued in person at the LakerCard Center.

6.7.2 Reporting a Problem with Vending Equipment

To report a problem with vending equipment, please contact the LakerCard Center at (678)
466-4215 or lakercard@clayton.edu.
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7.0 Budgets

Introduction: A budget is a summary plan of the intended revenues and
expenditures of the budget unit. Clayton State University, as a part
of the University System of Georgia, receives funding supportfrom
the State of Georgia through the Board of Regents in the form of
governmental appropriations. In addition to governmental
appropriations, internal income from student fees and other
sources is also available for budgeting. This section discusses the
various budgets that are developed, the planning process, the
budget development, the comparison of the budget to actual
revenues and expenditures during the fiscal year, and the budget
amendment process.

The CSU Budget Office is responsible for the overall preparation,
administration, and reporting of the university’s budgets. Services
are provided to all budget units of Clayton State University. The
Budget Office is responsible for compliance with financial
policies and reporting requirements of the Board of Regents and
the State of Georgia.

Topics in this section include:

Budgeting Overview

Budgets Developed at Clayton State University
University System of Georgia Budget Cycle

Budget Utilization

Development of Original Budgets

Budget Amendments

Budget Reporting

Responsibilities of the Department Budget Manager

000000 0o
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7.1 Budgeting Overview

The Clayton State University Budget Office reports to the Assistant Vice President of
Budget and Finance, and serves the campus for all functions pertaining to budgets.

The mission of the Clayton State University Budget Office is to plan, develop, and
implement the university’s annual operating budget for general and auxiliary funds and
disseminate this information to the university community, the USG Board of Regents, and
the State of Georgia Legislative Budget Office. The Budget Office provides timely,
accurate and useful information to decision makers to assist them in making decisions
congruent with the vision, mission, and goals of the university.

The development of the budgets for Student Activities is accomplished by the Vice
President of Student Affairs. The development of the Capital Budget is accomplished by
the Vice President for Business & Operations.

7.1.1 Budgets - General Information

The function of the Budget Office of Clayton State University is to prepare, maintain,
monitor and report on all institutional budgets at the university according to established
institutional and Board of Regents policies. The CSU Educational and General budget
authorizes expenditures for the purposes of achieving the goals established in the
university’s Strategic Plan for the year.

The yearly plan for expenditures is reflected in the Annual Operating Budget, sometimes
referred to as the original budget. Changes required during the fiscal year are applied
through the Budget Amendment process.

The Board of Regents holds the President of the institution responsible for planning and
administering all programs and related budgets for the university. Administrative and
planning responsibility for budgetary units within Clayton State University is delegated by
the President to the Campus Provosts and Vice Presidents. Further delegation of budget
management is authorized by the Campus Provosts and Vice Presidents.

7.1.2 Budgets — Policy

The Budget Office is required to follow an established set of guidelines and policies set
forth by the State of Georgia, the Board of Regents, and Clayton State University. The
Board of Regents is a Constitutional Authority of the State of Georgia. As such, the
legislature appropriates funds to the Board of Regents. The Board of Regents determines
the amount of State Appropriation allocated to each institution in the University System of
Georgia.
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Board of Regents Policy requires each institution to prepare an operating budget for
“educational and general activities” and for “auxiliary enterprises.” The educational and
general activities budget is limited to the funds allocated (state appropriation) plus
estimated internal income. The auxiliary enterprises budget is limited to the estimated
internal income of the various campus enterprises.

Board of Regents policy also requires the submission of periodic budget revisions or
amendments on a quarterly basis to the Regents Budget Office. The Regents Budget Office
monitors and approves changes to the institutional budgets. Summary reports on
institutional budgets are prepared by the University System Budget Office for approval at
the Board of Regents meetings.

7.1.3 Budgets — Authorization Required for Expenditures

As defined in legislative definition, no part of the state appropriation or institutional
internal revenue shall be available for expenditures until made available by written order
of the State of Georgia Budget Authorities. Board of Regents policy states that “all
expenditures of institutions must be approved by the Board of Regents before they are
made.” This statement has been interpreted to require budgetary approval by the Board of
Regents before the institution may incur obligations or expenditures.

All expenditures will be budget checked during processing. Any expense not passing
budget check will be reviewed for authority.

7.2 Budgets Developed at Clayton State University

There are four basic budgets developed at the institution. These are:
e Resident Instruction Budget (Educational and General)
e Auxiliary Enterprises Budget
e Student Activity Budget
e Capital Budget

The Resident Instruction Budget (also referred to as “Educational and General”) estimates
the revenues, and expenditures of funds earmarked for current operations of the educational
program of the university. The Resident Instruction Budget includes fees paid by students
and state funds allocated by the Board of Regents. The resident instruction budget includes
the academic core of the institution, executive management, and all institutional support
activities such as the Library, Business and Finance, Information Technology, and Plant
Operations.
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Auxiliary Enterprises consists of business operations conducted on campus which have as
their expressed purpose the provision of services to students, faculty, and staff. The
Auxiliary Enterprises operation must be self-sustaining utilizing internal revenues, and
receives no state funds for operation. The CSU Auxiliary Enterprises Budget includes
Bookstores, Catering, Food Services, Public Access Copiers, Reader Printers, and Vending
Services. All Auxiliary Enterprises at CSU are contracted operations (except Athletics
explained below).

The Athletic program is supported from an athletic fee paid each term by students taking
four or more semester hours on campus and from internal revenues generated from ticket
sales, concessions sales and donations.

The Athletics Budget estimates the revenues and expenditures that support the
Intercollegiate Athletics Program. The Intercollegiate Athletics Program is operated as a
part of the Auxiliary Enterprises Operation. The budget for Athletics is maintained
separately.

The Student Activities Budget estimates the revenues and expenditures that support student
activities programming. These programs are designed to provide co-curricular training in
leadership and development of special skills, and to provide social and cultural activities
for the university. The programs are financed through an activity fee paid each term by
students taking four or more semester hours on campus.

The Capital Budget estimates the revenues and expenditures of funds earmarked for capital
projects. All expenditures, except routine maintenance, involving new buildings, major
remodeling or rehabilitation projects may be budgeted in the Capital Budget. The Capital
Budget includes interest income from university checking accounts, appropriations for
Major Repairs and Rehabilitation, and Georgia State Financing and Investment
Commission Funds.

7.3 University System of Georgia Budget Cycle

The University System’s Budget Cycle has been developed to correspond with the
legislative sessions of the State of Georgia. Therefore, each institution’s budget process
must correspond to the System’s Budget Cycle.

The budget cycle also insures that sufficient time is allowed for the planning and approval
process to allow an approved budget to be established before the beginning of a fiscal year.
The University System’s fiscal year begins on July 1, and ends on June 30.
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In accordance with present bylaws of the Board of Regents, “The Board shall make the
allocation of funds to the several institutions at the May meeting or the next regular meeting
following the approval of the appropriations act or as soon thereafter as may be practicable
in each year and shall approve the budgets of the institutions and of the office of the Board
of Regents at the regular June meeting in each year, or as soon thereafter as may be
practicable. The Board of Regents shall be the only medium through which all formal
requests shall be made for appropriations from the General Assembly and the Governor of
the State of Georgia.”

The Board of Regents requests information from each institution in June-August to prepare
for the initial budget request to the state legislature. In August/September, the University
System submits its request to the Office of Planning & Budgets, and the Governor. In
March/April, the State Legislature approves the State Budget and then the Board of Regents
makes tentative allocations to the units of the University System. In April/May, the Board
of Regents makes final allocations to the units of the University System.

7.4 Budget Utilization

Budgeting and accounting is a cooperative process. The budget is a communication tool
for making plans or needs known, having these plans/needs validated by receiving funding
for the fiscal year, and evaluating progress toward the goals. The accounting process
identifies the sources of funds and assures specific, and sometimes restricted, uses for
funds.

The budget becomes an authority to spend funds, subject to all of the other rules and
regulations imposed upon the expenditures of Clayton State University funds. The budget
unit has authority to expend up to the budgeted amount of the budget. Timely reporting
with comparisons between budgeted amounts, expended amounts, and committed amounts
(encumbrances) facilitate the management of budget unit funds.

7.5 Development of Original Budgets

7.5.1 Development of Resident Instruction Budget

The budget development cycle at the university covers a six-month span of time beginning
in December and ending in June. The processes that occur during the six-month cycle are
discussed below along with an overview of the processes occurring at the State Legislature
and Board of Regents level of government. The timing of the development process is
detailed in the Budget Calendar. Budget Development is strongly influenced by the CSU
Strategic Plan which is continually updated to reflect current priorities.
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Budget Philosophy

The CSU budget expresses in terms of dollars the funded programs and plans of the
university for the budget year and the estimated income by sources necessary to finance
those programs and plans. Budgetary approval by the Board of Regents and by the
university administration constitutes authorization to expend the funds as budgeted and to
collect the anticipated income. The approved budget is the primary instrument of fiscal
control and must contain all income and expenditures of the university.

University income comes from state appropriations and internal income such as student
fees, indirect cost recoveries from sponsored projects, gifts and grants, sales and services
of educational departments, and sponsored operations. State appropriations are provided
annually to the Board of Regents for support of all institutions in the University System.
The Board of Regents then allocates the state appropriations to each institution in the
University System of Georgia. Internal income is estimated by the Budget Office when
developing the original budget. Internal Income is adjusted by Budget Amendment after
analysis of actual collections periodically during the fiscal year.

Every student, faculty and staff member of the university is given direct and/or indirect
opportunities to make suggestions and/or recommendations through appropriate channels
as to how the budget should be structured to best meet the needs of the university and its
various units.

The Board of Regents policy requires that all proposals to increase mandatory student fees
and proposals to create new mandatory student fees shall first be presented for advice and
counsel to a committee at each institution composed of at least 50% students. This
requirement is met at Clayton State University through the Student Fees Advisory Board
(SFAB). The SFAB is composed of 8 student members, 5 faculty members, 2 staff
members, and is chaired by the Associate Vice President of Student Affairs. Additional
specific information about the SFAB may be found at http://www.clayton.edu/SFAB.

The university operates in accordance with an overall strategic plan. The current strategic
plan for 2011 - 2014 may be viewed at
http://www.clayton.edu/Portals/1/president/strategicplanfinal062211.pdf.

Operating in accordance with the strategic plan, the Planning & Budget Advisory Council
is a component of the university strategic planning process. The Planning & Budget
Advisory Council is charged to ensure the strategic allocation of resources in conjunction
with Clayton State University’s strategic plan and goals. The Council develops the annual
budget plan for recommendation to the President based on input received from all
departments of the university through the strategic planning process. Additional
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information about the Planning and Budget Advisory Council may be found at
http://www.clayton.edu/planning-budget-council.

The CSU Strategic Priorities provide the guiding factors to consider when developing the
campus or unit priorities. All requests must be linked to one of the six categories:
enrollment management, academic and non-academic program development, information
and communication technology, facilities and administrative support, external
relationships and image management, and employee development.

University Budget Cycle

The Budget Cycle of the university is a continuous process involving all management
levels of the university, the staff and appointed board of the Board of Regents, the state
office of Planning and Budget, the State of Georgia Governor’s Office, and the General
Assembly of the State of Georgia. Amendments are made as necessary to the current year’s
operating budget while the budget for the next fiscal year is being developed.

The development of the university budget follows the time schedule provided below during
any given fiscal year. This time schedule includes the processes that occur at Clayton State
University along with an overview of the processes occurring at the State Legislature and
Board of Regents level of government.

Budget development processes must occur in a timely sequence. The university budget
development cycle covers a six-month period beginning in December and ending in June.
The budget calendar is available of the Budget web site, at http://www.clayton.edu/budget.

AUGUST/SEPTEMBER-

Chancellor/Regents submit System Budget Request to Office of Planning &
Budgets and the Governor

DECEMBER/JANUARY -

University division heads present detail unit budgets to President’s Cabinet

JANUARY -
Chancellor presents new fiscal year budget request to Joint Appropriations Committee

JANUARY/FEBRUARY -
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In February of each year, the Vice Presidents submit funding requests to the
University Budget Office for the next fiscal year. All funding requests must be in
alignment with the university’s strategic priorities. The Vice Presidents then have
an informal meeting with the President, Vice President for Business & Operations,
Assistant Vice President of Budget and Finance and the Director of Budgets to
discuss their budget needs for the next fiscal year. Once data has been gathered
from all the meetings, it is compiled and distributed to the Planning & Budget
Advisory Council (PBAC).

The Vice Presidents present their requests to the PBAC members and provide
justification for those requests which include how it aligns with the university’s
strategic priorities. The PBAC members are then asked to review all requests and
prioritize them by voting. All the votes are then compiled to provide a prioritized
listing of each request. The President is provided this prioritized listing as
recommendations for funding.

University presents its Budget Request to Chancellor’s Staff
University provides revenue estimate for Budget to Regents Office

MARCH/APRIL —

Legislature approves State Budget that includes allocation to University System
Regents make tentative allocations to colleges/universities

The president of the university reviews the prioritized list and gathers additional
information from vice presidents as needed in order for him to make decisions on
final allocations for the upcoming year.

APRIL/MAY —

Regents make final allocations to colleges/universities

Once the Board of Regents, usually at its April meeting, has determined the level
of state appropriated support that will be allocated to the university and has adopted
tuition and fee policies, the President then makes the final decision on any new
funding allocations. The University Budget Office then distributes the final
allocation to each division and major unit with instructions for developing
individual unit budgets. The budget office compiles the individual unit budgets into
the university’s proposed budget. After review and finalization by the President and
Vice President for Business & Operations, the proposed budget is submitted for
approval to the Board of Regents in accordance with Board guidelines.
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University Budget Recommendation is prepared and submitted to Regents for
approval

MAY/JUNE —

Regents approve university budget
Approved budgets provided to university units
Budgets distributed to each Vice President.

Budget Process

The process of creating a budget for the next fiscal year is a multi-step approach utilizing
informal meetings and data collection, presentations and discussion at a meeting of the
Planning and Budget Council, review and ranking of funds requests by the Planning and
Budget Council, presentation of priority assignments to the President as recommendations
for funding, and final decision of the funding requests by the President.

In the initial phase of the budget process the Vice President for Business & Operations
requests each university division/department to submit a detailed budget request in a format
that will provide information to support additional funding, redirection of funds, and
reduction in funding. Through this process the entire university community should have an
opportunity to express, either directly or indirectly, their needs and concerns to the
President and his/her staff as these requests are presented to the President and appropriate
members of the President’s Cabinet. Requests must be consistent with division/department
as well as university planning priorities. The detailed budget request format to be used will
be provided by the Vice President for Business & Operations on an annual basis.

Budget requests should focus on items of the highest priority for the campus or unit. The
Vice Presidents and Provosts are expected to submit reasonable requests for new resources
in support of institutional initiatives. This is not an incremental budget process and each
unit is expected to review current programs for potential improvements or reallocations
prior to presenting a request for additional funds.

There are no limits imposed on the request for technology and equipment. However, all
requests should be reasonable and in priority order.

At times assigned for each division/department, the President, Vice President for Business
& Operations, and the Vice President for divisions under his/her supervision, meet with
unit heads to discuss their budget request. Any need or concern of students, faculty, and
staff may be presented during these meetings.
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Next, the President’s Cabinet, using the results of the meetings with unit heads, prepares a
Budget Request to be presented to the Chancellor’s Staff.

The President, Vice President for Academic Affairs, and Vice President for Business &
Operations then meet with members of the Chancellor’s Staff to discuss the university’s
budget request.

As the university works through its process to formulate a total request for the university,
the Chancellor, Board of Regents, Governor, and the Georgia legislature work through a
process for the University System and the State. The Chancellor presents a request to the
Board. The Board approved budget request for the System is presented to the Office of
Planning and Budget and to the Governor who presents a budget request for the state to the
legislature for approval.

As this process is continuing, the university is still involved in the Budget Planning process.
The Vice President for Business & Operations must next submit an estimate of revenue
other than state appropriation to the Vice Chancellor for Fiscal Affairs. This information is
used to determine an appropriate allocation to the university from the State Legislature’s
allocation to the Regents.

In the next phase, the university receives the Regent’s allocation. The President and his/her
staff review budget priorities established, budget requests from the various units, and
funding received from the Regents in order to make appropriate allocations to units.

Recommendations for salary increases are received from unit heads. Recommendations are
reviewed by the President and appropriate Cabinet members for inclusion in the university
budget.

The Board of Regents approves the average salary increase and provides the funding in the
allocation of state appropriations to the institution. Guidelines are provided by the Board
of Regents for the administration of the salary increases. At the campus, the Provosts and
Vice Presidents receive worksheets and instructions to recommend the merit salary
increase for full time employees in their area. The approved salary increase is included in
the development of the budget document

The President’s budgetary decisions then will be based upon:

e Budget and planning priorities established for the university,
Budget conferences with senior administrators,
Budget conferences with division/department heads,
Written budget requests, and
Allocation of funds from the Board of Regents.
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After these decisions are finalized the Vice President for Business & Operations will
prepare the format budget document and all pertinent information for submission to the
Board for approval.

Institutional and Campus Reallocations

Reallocations may occur at two levels, institutional and at the campus or unit level. Campus
or unit reallocations occur when current programs and/or activities are reduced, eliminated,
or efficiencies are created, and the resulting resources are moved to higher priorities. Funds
that are available for reallocations include any current budgeted commitment for positions
and operating expenditures. Reallocations may be used as a means of funding institutional
and campus priorities.

Requests for Position Reclassifications and Promotions

All requests for reclassifications and promotions of employees must be submitted to the
university Human Resources department. Review and approval of reclassifications and
promotions should coincide with the development of the annual budget.

Grant Budgets

Sponsored Grants do not always conform to the fiscal year utilized by the University
System of Georgia. If the grant has already been established when the original budget is
being developed, the budget amounts for the grant should be part of the original budget. If
the grant is awarded after the original budget is developed, the grant should be incorporated
into the budget utilizing the budget amendment process. Grant budgets are incorporated
into the original budget or in a budget amendment through a cooperative effort between
the grant’s Principal Investigator, the Grant Office, and the Budget Office.

Budget Approval by the Board of Regents

The budget as submitted or as adjusted by the Board will be approved and notification will
be forwarded to the President and Vice President for Business & Operations. Onceapproval
is received, the Vice President for Business & Operations will send a copy of each
division/department’s budget to the unit heads. Also, the President will send contracts or
letters of appointment to all faculty and staff to notify them of approved salary for the new
budget period.

Each division/department has the opportunity to request amendments to approved budget
allocations during the year. Procedures and forms have been established for this purpose.

7.5.2 Development of Auxiliary Enterprises Budget
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The Vice President for Business & Operations advises the President concerning the
Auxiliary Enterprises financial position, and prepares the Auxiliary Enterprises budget
using input from the unit managers concerning needs, concerns, and salary
recommendations. The Auxiliary Enterprises Budget includes budgets for the Bookstore,
Dining Services, LakerCard, SmartPrint, Vending Operations and Athletics. These units
generate all of the funds in this budget. No state funds are allocated for Auxiliary
Enterprises. Athletics are supported by student fees as well as ticket and concession sales,
and donations. The athletic budget will be developed jointly with recommendations from
the Vice President of Business and Operations and the Athletic Director. The Athletic Fee
which funds the Athletic Budget will be reviewed and recommended by a committee of
faculty, staff and students with students comprising 50% of the committee. This budget is
developed during April/May and submitted along with the E&G budget to the Regents for
approval at either the May or June Board meeting.

7.5.3 Development of Student Activity Budget

The Vice President of Student Affairs has principal responsibility for coordinating the
development of the Student Activity Budget. The Associate Vice President for Student
Affairs, officers of the Student Government Association, and the Student Services
Committee are also involved in the development the Fees associated with this budget. The
Student Services Committee is comprised of 50% students, 50% faculty and staff.

Once recommendations are developed and approved by the SGA, the Student Services
Committee, and the Vice President of Student Affairs, they are forwarded to the Vice
President for Business & Operations so that the formal budget document can be developed
and approved by the President. To insure the legal expenditures of such funds, the Board
of Regents requires the President and the Chief Business Officer of each institution to
annually review the budget for the proposed use of such fees and the President shall certify
to the Board of Regents that the proposed expenditures for such fees are for educational,
cultural, recreational, or social purposes for the benefit of the students.

Prior to July 1, the university will submit the Student Activity Budget to the Board of

Regents for approval. The Vice President of Student Affairs is notified once the budget is
approved.

7.5.4 Development of Capital Budget

The university budgets funds for capital expenditures in its Capital Budget. These funds
include interest income from university checking accounts, Major Repairs and
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Rehabilitation Funds (MRR), and Georgia State Financing and Investment Commission
Funds.

As provided by current policy, the Board of Regents shall establish on an annual basis the
projects to be included in the University System building and MRR program upon the
recommendation of the Chancellor who shall take into consideration the funds available
and the requests of the presidents of the institutions.

All new buildings, major remodeling, rehabilitation, or other projects, except routine
maintenance, involving a campus of a unit of the University System using funds from any
source shall require authorization by the Board of Regents and shall be implemented in
accordance with established Board procedures under the direction of the Vice Chancellor
for Facilities. All such projects are included when approved in the Capital Budget.

The Assistant Vice President for Facilities Management and the Vice President forBusiness
& Operations develops this budget and amendments during the year using estimates of
interest income, allocations received from the Board of Regents for approvedprojects, and
transfer of funds from the Resident Instruction Budget, when approved.

Once developed, the Capital Budget is shared with the Cabinet and PBAC and approved
by the President and sent to the Chancellor for approval.

7.6 Budget Amendments

From time-to-time, particularly at the beginning of each new academic period, budget
adjustments are necessary for the university and for individual budget units. These
amendments can be made at the request of the unit Vice President and are subject to
Regents’ approval.

7.6.1 Resident Instruction Budget Amendments
Adjustments to the Total Budget

As soon after registration as possible in each academic period, the Vice President for
Business & Operations shall assess the total budget situation and discuss overall needs with
the President, making recommendations for such gross budget adjustments as may be
needed. The President then normally consults with each chief administrative officer whose
budget may be significantly affected by these needed adjustments. With this input from the
administrative staff, the President will determine the adjustments that are to be made. Each
chief administrator whose budget will be affected either positively or negatively will confer

Business and Operations Policy and Procedures Manual Feb 2022 Version 1



68

with others in his/her area of responsibility that administer budgets and will make
recommendations for the necessary adjustments, processing these recommendations
through the Vice President for Business & Operations. No change will be made in
recommendations without further consultation with the officers involved. The Vice
President for Business & Operations will then prepare the necessary, formal budget
amendment for the university. Each budget manager will, as soon as possible after Regents’
approval, be provided a copy of the amendment reflecting necessary adjustments for his/her
area of responsibility. The chief administrators will receive copies of unit budgets in their
area of responsibility.

Adjustments to Individual Units

Adjustments to unit budgets may be made to meet departmental or program needs subject
to Regents’ policies and approval. Budget managers needing budget adjustments should
discuss these needs with the administrator at the next level of responsibility and with the
Vice President for Business & Operations early in their considerations. Requests for
amendments should be made only after due consideration and consultation with the
individuals involved. Formal requests must be submitted to the Vice President for Business
& Operations using the Clayton State University Request for Budget Amendment
Request form. The Budget Amendment Request (BAR) form is available on the Clayton
State University website at
http://adminservices.clayton.edu/budget/budgetamendments.htm. The form may be filled
in on-line and printed, or printed and filled in by hand. Once it is filled out, it will need to
be signed by all management levels responsible for the budgets changed by the amendment.
There are detailed instructions available on the website.

Budget Amendment Submission to the Board of Regents

Each institution is required to submit budget amendments to the Board of Regents on a
quarterly basis. The CSU Budget Office submits the institutional budget amendments to
the Board of Regents as required by summarizing the Departmental Budget Amendments
approved during the quarter and adjusting estimated revenues based on actual collections
to date.

Budget Amendment Approval by the Board of Regents
Following Regents’ approval, copies of approved amendments will be provided to each

budget manager. No informal adjustments or related actions can be taken until formal
approvals are received.
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Near the end of the fiscal year, a final budget amendment for the fiscal year is submitted.
The purpose of this final amendment is to closely align projected revenues and
expenditures to budget amounts using the current information available and make certain
that the university will not overspend its budgeted authority. This final amendment along
with resulting end of year expenditures will be used during the audit conducted by the State
Department of Audits and Accounts.

7.6.2 Auxiliary Enterprises Budget Amendments

The operation and control of Auxiliary Enterprises is assigned to the Vice President for
Business & Operations. There are no state appropriations utilized in the operation of
Auxiliary Enterprises. Generally, budget amendments are not required as long as
expenditures are managed such that they do not exceed revenues.

The Athletic Program, although operated as part of Auxiliary Enterprises, is funded by an
Athletic Fee paid each term by students. Changes in enrollment patterns will affect the
Athletic Program revenues, and may require amendment to that budget to adjust
expenditures to match newly projected revenues. As soon after registration as possible in
each academic period, the Vice President for Business & Operations shall assess the total
budget situation for the Athletic Program, and discuss overall needs with the President and
appropriate staff. Amendments to the budget will be made as required.

7.6.3 Student Activity Budget Amendments

As soon after registration as possible in each academic period, the Vice President for
Business & Operations shall assess the total budget situation and discuss overall needs with
the President, making recommendations for such gross budget adjustments as may be
needed. Since Student Activity programs are financed through an activity fee paid each
term by students, changes in enrollment patterns will affect revenues available. The
President will then consult with the Vice President for Student Affairs regarding changes
to the Student Activity Budget. After receiving input from the Vice President for Student
Affairs regarding recommended changes to adjust expected expenditures with new
projected revenues, the Director of Budgets will prepare a budget amendment and submit
the amendment to the Regent’s Office for approval.

7.6.4 Capital Budget Amendments

The Vice President for Business & Operations assistant Vice President for Budget and
Finance will monitor the revenues as compared to estimated revenues during the fiscal
year. Any budget amendment that may be required will be developed and approved by the
Vice President for Business & Operations before being submitted to the Regent’s Office
for approval.
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7.7
7.7.1

7.7.2

Budget Reporting
Budget Reporting General Definitions

Account: A classification related to the type of expenditures. Examples of
Account titles are Salaries-Faculty, Salaries-Staff, Travel, Supplies and
Materials, and Equipment

Budget Amount: The amount of budget authorized for obligation for a budget
unit itemized by Account

Encumbrances: A governmental accounting term for reserving funds for
specific expenditures. Encumbrances are tracked by Account, and may
originate from many functional areas, such as payroll, purchasing, or accounts
payable. Encumbrances are increased to encumber filled positions or
recognize issuance of a purchase order for purchase of goods/services.
Authorizations for travel may also be encumbered. Encumbrances are
decreased when (1) payroll expenses are posted so that expenses are increased
and encumbrances are decreased, or (2) when goods and services are received
on a purchase order that was previously encumbered (reduces encumbrances,
increases expenditures, and increases accounts payable)

Pre-Encumbrances: An estimated value of a future encumbrance that is
replaced by an encumbrance when the correct value is known

Expenditures: Expenditures are recognized whenever goods and services are
received. A liability is established (accounts payable) when the expenditure
is recorded. (Also reduces encumbrances per explanation above.)

Free Balance: A calculated amount indicating the portion of the “Budget
Amount” for the Account code that is still available for obligation after
deducting cumulative expenditures and encumbrances. On the Budget
Progress Reports, the Free Balance is referenced as “Remaining”.

Budget Progress Report

The Budget Progress Report is the primary reporting tool used by the department budget
manager for tracking obligations and expenditures for all non-sponsored fund sources. For
sponsored fund sources, see Grant Reporting in Section 7.5.3 below. For the budget unit,
the report lists by account code the amounts available for (1) Budget Amount, (2)
Expended, (3) Encumbered, and (4) Free Balance. The Budget Progress Report displays
cumulative values for the Budget Period with an option provided to obtain transactional
detail. The Budget Progress Report may be produced at any time by the department budget
manager from the CSU web site. The navigation to the reports is (1) Administrative &
College-wide Services, (2) CSU Services, and (3) Budget Progress Reports. The
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department budget manager will use their email userid and password to gain access to the
budget progress report.

Upon gaining access to the reports page, the choices available are:
e Summary Report — 019
e Grant Report — 023 (see section 7.7.6 below)
e Detail Report — 036
e Detail Report — Consolidated
[

7.71.3 Summary Report

The summary report provides options for Fund Code and from one to six separate
department selections. The report provides summary data (no detail transactions) for all
accounts within the departments specified. Values for the Appropriation Budget (high level
budget), Organizational Budget (lower level budget), Pre-Encumbrance, Encumbrance,
Expended, and calculated remaining value are presented on this report by account code.

7.7.4 Detail Report — Line Item

The Line Item Detail Report allows the manager to select a Fund Code, followed by one
or two departments to be included in the report. This report provides the same information
as the summary report, but at a more detailed level. Actual journal entries, accounts payable
vouchers, purchase orders, and accounts receivable direct journals are presented. Totals
available are the same as the summary report.

7.7.5 Detail Report — Consolidated

The Detail Report — Consolidated provides essentially the same information as the Detail
Report — Line Item. In the consolidated report, the purchase order voucher and accounts
payable voucher information have been consolidated to conserve space on the report. The
remaining balance and totals are the same as the summary report.

7.7.6 Grant Reporting

Reporting for sponsored funds is provided in the Grant Reporting feature on the web site.
To access the Grant Report, the navigation to the reports is (1) Administrative & College-
wide Services, (2) CSU Services, and (3) Budget Progress Reports. The department budget
manager will use their email userid and password to gain access to the budget progress
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reports. Upon selecting the Grant Report, the manager will be given the option to select a
grant and a department. The report provides summary data for Grant Budget, Pre-
Encumbrance, Encumbrance, Expended, and a calculated remaining value.

7.7.7 Budget Reporting to the Board of Regents

The CSU Budget Office provides quarterly summary reports to the Board of Regents as
described in Section 7.4.3 above. Detailed budget reports are available to the Board of
Regents from the University System maintained data warehouse. The data warehouse
contains accounting and budgeting information from all institutions. CSU submits data to
the data warehouse on a monthly basis.
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7.8

Manager

Responsibilities of the Department Budget

The department budget manager is responsible for the day-to-day fiscal management of the
budget unit. The duties of the department budget manager include:

8.0

Preparation and submission of forms required for development of the
original budget

Frequent analysis of the Budget Progress Report to ensure that the current
budget is accurate and sufficient for continued operation of the department
for the remainder of the fiscal year. Analysis should ensure that both major
expenditures categories (Personal Services and Non-Personal Services) stay
within budget.

Periodic (at least quarterly) review of the detailed expenditures madeagainst
each account(s) for completeness and correctness. The review should verify
the business integrity of transactions. Problems may be resolved with the
Budget Office at 678- 891-2375.

Project budget needs for Part-Time Staff and Student Assistants

Prepare requests for Budget Transfers when appropriate

Review and approve all expenditures incurred with the department
purchasing card and payment requests, including verifying the purchase is
allowable under state guidelines

Verify copier and printing charges for valid expenses

Verify department inventory and maintain appropriate records
Communicate regulations, policies, and budget limitations to appropriate
staff members

Cash Management
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Introduction: This section has been developed as a comprehensive resource of
information on cash management policies and procedures at
Clayton State University.

Topics in this section include:
Responsibilities

Internal Controls over Cash

Cash Receipting

Cash Disbursing

Petty Cash

Bank Accounts for General Operations

o000 D0Do

8.1 Responsibilities
8.1.1 Primary

The Vice President for Business & Operations of Clayton State University has authority
and responsibility for all cash management operations of the institution. At the discretion
of the Vice President, responsibilities may be delegated to departments and to
administrative offices as required to facilitate convenient functional operations for
students, faculty, and staff. All cash operations are subject to review by both the Board of
Regents of the University System of Georgia, and the State of Georgia Department of
Audits and Accounts.

8.1.2 Delegated Responsibilities

Where the responsibilities have been delegated to departments or administrative offices,
these departments / administrative offices must:
e Receive and transmit funds to the Bursar’s Office in accordance with the
institution’s policies
e Ensure that proper records are maintained and that entries are made properly and in
a timely manner
e Ensure that funds are adequately safeguarded
e Ensure that effective internal controls are in place
e Conduct periodic reviews of the cash activities to determine that all applicable
institutional policies and procedures are being followed

8.1.3 Central Control Point for Cash Operations
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The Bursar’s Office has been designated as the central control point for cash operations at
Clayton State University. All cash collected by the departments / administrative offices
must be delivered to the Bursar’s Office in accordance with the procedures outlined in this
manual. The Bursar’s Office will properly account for the collections and deposit the cash
into the university bank account.

8.1.4 Individual and Supervisory Responsibilities for Cash

Each individual and supervisor involved in cash handling is responsible for the cash being
controlled. Cash handling procedures are explained to employees having cash handling
responsibilities. Employees having these responsibilities are given a copy of these
procedures and are required to sign a copy to indicate receipt and training received. The
information IS available on the Bursar website at:
http://lwww.clayton.edu/bursar/cashhandlingpoliciesprocedures

Cash, checks, credit card receipts, and receipt books must be kept in secure locations. To
protect the funds, they should be kept in a lockable container, such as a cash box, and stored
in an area that is not visible to unauthorized personnel. The container should not be left
unattended during the working day. All funds must be kept in a secured (locked) storage
area, such as a file cabinet or safe, at night. Upon review, the Assistant Vice President for
Budget and Finance/Controller will recommend appropriate type of storage.

For cash operations within the Bursar’s Office, the Bursar will issue any employee assigned
to a cashier window a cash drawer and key. The cash drawer will contain an amount
determined by the Bursar, in consultation with the Assistant Vice President/Controller. The
Bursar shall maintain a formal, written record of these assignments. Each cashier must sign
a certification, which identifies the amount of beginning cash and outlines general
accountability. The Bursar and the AV P of Budget & Finance/Controller shall maintain a
formal record of these affidavits. Affidavits shall be amended accordingly, as cash drawers
are submitted to the Bursar.

Funds collected outside the Bursar’s Office should be transmitted to the Bursar’s Office on
a daily basis.

All Clayton State University communications that request payment, both verbal and
written, should request that checks be made payable to “Clayton State University”. Checks
must be endorsed immediately upon receipt with the following: “For Deposit Only,
(Department Name), Clayton State University”. The endorsement must be on the reverse
side of the check. Upon request, the Bursar’s Office will supply an appropriate inked stamp
for endorsing the checks.

Individual Responsibilities
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Each employee or student involved in cash handling is responsible for the cash within the
individual’s control. The employee or student is also responsible for complete and accurate
reporting of all funds received in accordance with Clayton State University policies and
procedures.

Supervisory Responsibilities

Each supervisor involved in cash handling is responsible for the cash in direct control of
the supervisor. In addition, the supervisor of the employee handling the cash is responsible
for providing adequate supervision, and for ensuring that proper operational safeguards and
procedures are followed. The supervisor is also responsible for complete and accurate
reporting of all funds received under the supervisor’s control.
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8.2 Internal Controls over Cash

8.2.1 Definition of Internal Controls

Internal controls are the measures an organization adopts to:
e Encourage adherence to agency policies and procedures
e Promote operational efficiency, and effectiveness
e Safeguard assets by protecting them from waste, loss, theft, or misuse
e Ensure that resources are used in accordance with law and donor intent
e Ensure the reliability of accounting data
e Allow the production of reliable financial statements based on accurate and
verifiable data.

8.2.2 Access Control

Access to cash must be limited and all funds must be kept in a secure location at all times.
Funds must be kept in locked cash drawers, locked cash boxes, in closed cash register
drawers, or in safes. Funds in excess of normal operational amounts must be deposited in
accordance with the institution’s deposit policy. Only one employee may work out of one
cash register drawer or cash box, and that one employee is accountable for the cash in the
cash register drawer or cash box. Unauthorized personnel should not be permitted in areas
where cash is handled.

8.2.3 Supervisory Review

All cash operations must be subject to supervisory review. In all instances, the duties must
be segregated among employees such that one person will check the work performed by
another person. It is preferable for the work to be checked by a supervisor.

8.2.4 Complete Financial Records

All cash must be recorded in the institution’s financial records. Cash receipts and cash
transmittal forms must indicate the account(s) to which the funds are to be credited. If cash
is collected in departments or administrative offices, a complete audit trail must exist from
the point of initial collection in the department/office to the final posting of the receipt into
the financial accounting system. Each individual and supervisor involved in cash handling
is responsible for the cash being controlled.
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8.2.5 Separation of Duties

Separation of duties should be designed to eliminate the possibility of one person being
able to receive the cash, prepare the transmittal (if applicable), prepare the receipt, prepare
the deposit, and then reconcile the balances back to the institution’s general ledgerbalances.
Ideally, each of these steps will be performed by a different person. Even in a small office
where complete separation of duties is not possible, it is important that the supervisor
review the cash operations daily.

The same level of separation of duties should exist in the cash disbursing operations to
eliminate the possibility of one person being able to initiate an order for goods and/or
services, document the receipt of the goods and/or services, and finally establish the request
for payment for the goods and/or services. ldeally, each of these steps will be performed
by a different person, but as a minimum these steps must require at least two people (one
of which may be the supervisor).

8.3 Cash Receipting

8.3.1 General Policies

Authority to Charge or Collect Fees
Departments and/or Administrative Offices must have a written authorization from the
Vice President for Business & Operations before fees may be charged and/or collected.

Documentation and Supervision
A receipt must be provided for all cash received. The receipt may be computer generated,
from a cash register, or a manually completed triplicate pre-numbered receipt.

Supervisory control should be exercised over the cash receipting, depositing, and recording
of cash into the financial accounting system.

Separation of duties are required among employees receiving and processing receipts, with
different people being responsible for receiving cash, for depositing cash, and for recording
cash into the financial accounting system.

Each cashier must maintain a separate cash drawer that can be locked, or a separate cash
box that can be locked. Each cashier is responsible for safeguarding the funds issued to
them and for the funds collected by them during the course of their duties. When the cashier
leaves the work area, the cash drawer must be locked or the cash box must be lockedand
stored in a secure location.
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For computer generated receipts, each cashier must use a unique userid and password to
gain access to the Banner System. By using a unique userid and password, a separate
“cashier session” will be maintained in the system for the cashier. The separate session
provides unique totals for balancing at the end of the work day.

Petty cash funds will be kept in a separate safe by the employee responsible for petty cash.

Petty cash in the Bursar’s Office is handled by the head cashier. Working petty cash funds
may be kept in a separate lockable cash drawer during working hours as required. Petty
cash funds and other funds collected during the day may be kept in the same cash drawer.

The Bursar will keep the combination for these petty cash safes (or keys for lockable cash
drawers) in a sealed envelope stored in a secure location. Should petty cash be required
when the individual responsible for petty cash is not available, this combination may be
utilized to gain access to the petty cash funds.

If a cashier is absent and there is a need to enter the cash drawer, there must be two
employees present at all times and a count will be performed and certified by both
employees. The count and the verifying signatures will be kept on file by the Head Cashier.

8.3.2 Specific Policies
Cash Receipts Accepted by the Clayton State University Bursar’s Office

Mail Receipts
All checks received in the mail will be recorded on a “Daily Cash Receipt Log”
before being recorded on a cash receipt. The employee maintaining the “Daily Cash
Receipt Log” must not be the same employee creating the receipt. After recording
the check(s) received in the Daily Cash Receipt Log”, the checks will beprovided
to the employee normally charged with cash receipting operations.

Since the payer is not available to receive a copy of the receipt, the customer’s copy
of the receipt will be filed with the normal cash receipting documents. A copy of
the receipt may be mailed to the payer upon request.

Receipts from Individuals at the Window
All receipts issued from the Bursar’s Office must be computer generated from the
Banner System, unless that system in inoperable when the receipt needs to be
generated.
When a receipt is printed from Banner, it will be presented to the payor as
acknowledgement of the receipt of payment
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If the Banner System is inoperable, then a manual, pre-numbered receipt may be
issued with the approval of a supervisor. The manual receipt must be cross-
referenced to a computer-generated receipt from the Banner System when that
system becomes operational.

Acceptance of credit cards must be in accordance with all applicable institutional
and banking requirements/regulations including those regarding retention of
sensitive data.

All payments by check must be made payable to “Clayton State University”.

Credit Card Payments from Web for Registration

Acceptance of credit cards for on-line registration is handled for Clayton State
University by a third-party vendor. A daily report of collections is available from
the Banner System. These payments are posted through the normal end of day
closing process in the Bursar’s Office.

When the credit card transactions are settled by the various credit card companies,
the totals are posted to the Clayton State University bank account.

Receipts that Create New Agency Fund Accounts

Acceptance of checks or payments that create a scholarship, or other agency fund
account, must have a completed Agency Agreement Application form on file prior
to acceptance. The check may be held for a reasonable time period for later
processing if time is required to get the Agency Agreement Application form
completed. Each agency agreement should be completed by Clayton State
University and signed by the sponsor(s). The agency agreement should contain
complete information on the terms and conditions of the agency relationship, the
purpose of the funds being placed, and their ultimate disposition (including unused
balances).

The Agency Account Application may be found at:
http://www.clayton.edu/Portals/535/Agency-Account-Application.pdf.

After five years without activity, unused balances must be forwarded to the state as
mandated by escheat laws, unless the disposition of unused balances is covered in
the agency agreement. A signed letter from the sponsor(s) with all required
information may be used as an agency agreement. All unused scholarship funds
will be returned to the sponsor at the end of 18 months of inactivity unless otherwise
stated by the sponsor. If the account is inactive for a period of 5 years and the
institution is unable to contact the sponsor, then disposition of the unused balance
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will be in accordance with the laws of the State of Georgia regarding unclaimed
property as contained in the Official Code Sections 44-12-190 through 44-12-235.

Gifts to the Institution
The policy of Clayton State University is to encourage all donors to make their gifts
payable to the Clayton State University Foundation, Inc. The foundation is a
charitable corporation that receives and manages contributions made for the benefit
of Clayton State University. All checks received by Clayton State University that
are made payable to Clayton State University Foundation shall be immediately
delivered to the foundation for processing.

If a check is received made payable to Clayton State University that should have
been payable to the Foundation, it must be first deposited to the university’s bank
account. When documentation is received to show the donation was meant for the
Foundation then a check will be cut by Accounts Payable to transmit the funds
accordingly.

Any checks received as gifts to Clayton State University that are not made payable
to the Clayton State University Foundation should be immediately delivered to the
Vice President for Business & Operations for acceptance. All gifts in excess of
$100,000 in value must be officially accepted by the Board of Regents of the
University System of Georgia. Conditional acceptance and acknowledgement of
gifts may be issued at the discretion of the Vice President for Business &
Operations.

Clayton State University is required to submit an annual report to the Board of
Regents of all private gifts to the institution that are valued over $100,000. The
report is due by October 31% of each year.

Cash Receipt Summary from Departments / Administrative Offices
Cashiers in the Bursar’s Office accepting a turn-in of cash from a department or
administrative office shall:
e Review the Cash Receipt Summary report
e Balance the cash/checks turned in with the report
e Verify accuracy of entries on the Clayton State University “Daily Report of
Cash Received” or the cash report specifically designed for the department
o Verify that appropriate documentation is received with the report, such as
cash register tapes, adding machine tapes for checks, beginning and ending
receipt numbers, etc.
e Create a receipt(s) for the report using the Banner System to generate the
receipt
e Provide a copy of the receipt to the person making the report
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e Exception to the above is the Loch Shop and Card Center— they will bring
deposits to the Bursar Office ready for transmittal via armored car to the
university’s banking institution.

Wire Transfers to the Institution

Upon natification by the bank of a wire transfer to the institution’s bank account, a
receipt will be issued for the amount of the transfer. All such receipts are to be
supported by either a validated deposit slip or a properly executed credit memo
from the bank. These payments are posted through the normal end of day closing
process in the Bursar’s Office.

Cash Receipts accepted by Departments / Administrative Offices

Cash receipts must be produced for all payments received. The receipts may be
produced on a cash register, manually completed using an official pre-numbered
triplicate copy receipt, or may be computer generated. The original copy of the
receipt must be given to the payer. A receipt copy (if other than cash register
receipt) is placed in a file of receipts maintained by the department in numerical
order to assure that all receipts are accounted for. If a cash register is utilized, a
copy of the cash register journal tape must be retained by the department. Duplicate
copies of the cash register journal tape or copies of all manual receipts must also be
submitted with a cash receipts summary to the Bursar’s Office.

Cash receipts with summary must be submitted daily to the Bursar’s Office.

The summary may be computer generated, or may be onthe Miscellaneous
Deposit form that can be found at http://www.clayton.edu/bursar/forms.

All deposits should be broken down into Cash, Checks, and Credit Cards in this order.
Credit cards should include the signed receipts as well as the close out and detail with the
breakdown of card type, such as MC/Visa, American Express, and Discover.

Two adding machine tapes should accompany each form of currency, cash, checks, &
credit cards.

The Total of the cash, checks, & credit cards should also appear on the deposit.

If a Banner detail code is available for the deposit, that detail code should be indicated on
the deposit. If a Banner detail code is not available, then the full account number is
required, including Fund, Program, Class, Department, and Account.

All checks should be properly endorsed for deposit only (use department stamp)

The deposit summary must be signed and dated

Loose change should be put in an envelope.

A duplicate copy of the deposit summary should be kept in the departmental records

Blank manual receipts will be obtained from the Bursar’s Office, which will be
standardized, sequentially numbered, and provide three copies. The completed receipts
must include:

Department name
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A dollar amount

A description of the service or product

Date

Receipt number

The name of the person paying for the transaction
The signature of employee receiving payment

Register receipts must provide, but are not limited to, the following information:

Date

A dollar amount

A receipt/transaction number

A cashier identification number

The name of the area in which the sale/service is provided

If a correction is made on a receipt, or if a receipt is voided, the following information must
be clearly stated on the corrected or voided receipt:

The correction or void

The date

Signature of the person making the change

Reason for the change

Signature of an approving manager or supervisor (the approval must be from a
different person than the one initiating the correction)

All copies of voided receipts (except the transmittal copy) should be kept together
and filed for audit.

This info should be noted on the cashier log. See the paragraph below for information about
the cashier log.

Whenever feasible, each department receiving cash or check payments should assign cash
handling responsibilities to at least two employees to guarantee a separation of duties and
control of cash receipts. One employee, the cash handler, should receive payments and
issue a receipt to the customer at the point of sale or collection. This employee should
maintain a cashier log to include the following information:

Date of collection

Receipt Number

Total amount of funds collected

Name of the cash handler

Name of the depositor

The date the funds were remitted to the Bursar’s Office
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A second employee, the depositor, should prove the funds and receipts, verify the amount
to the cashier log, and prepare a daily cash report that is used as a transmittal form. The
depositor should also record the date remitted and sign the cashier log. The depositor will
complete a daily cash summary for each deposit with the following information:

e The date

e Department name

e Name of the person preparing the deposit

e A description

e Financial accounting system account number(s)

e The dollar amounts (total and by account number[s])

e Individual totals for cash, checks, credit cards, and over/short amounts

The daily cash report should be printed in ink for clarity and security.

All deposits are made intact, inclusive of any over/short amount. The amount over or short
will increase (overage) or decrease (shortage) the cash over/short revenue account. The
supervisor should investigate and document overages or shortages that have a value greater
than $5.00 or that are recurring.

All checks and U.S. Money Orders must be payable to Clayton State University and be
payable through a U.S. Bank.

Employees outside the Bursar Office will not cash checks or use receipt funds as petty
cash.

In the case of a loss of funds, or if a supervisor suspects irregularities in the handling of
funds, the Bursar must be contacted who will then inform the Controller, Vice President
for Business and Operations and Public Safety. The Vice President for Business and
Operations will follow the institutions malfeasance reporting requirements. Within 5
working days from the time of occurrence, Public Safety must provide a report with the
Vice President for Business & Operations giving a brief description of issue at hand. The
Vice President for Business & Operations will make the determination if a report is
required to be sent to the Board of Regents in accordance with BOR Policy.

Mail Receipts
One person should open the mail. Immediately upon receipt, the check should be
restrictively endorsed with “For Deposit Only, Clayton State University”. Each
department must have a stamp for endorsing checks. Payments accepted from the
mail must be recorded in a daily log, clearly identifying the date received, name of
payor, check amount, and received by information. After the payment is duly
recorded in the daily log, then an official receipt for the payment must be created.
The receipt may be generated using a computerized accounts receivable system, if
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available. If a computerized accounts receivable system is not available, then a
manual receipt should be issued. A copy of the daily log must be maintained in the
Department/Administrative Office for a period of current year plus an additional
three years. The customer copy of the receipt may be filed unless the payer has
requested a receipt copy.

From Individuals

A receipt must be produced for all payments received.
All payments by check must be made payable to “Clayton State University”.

Acceptance of credit cards must be in accordance with all applicable institutional
and banking requirements/regulations including those regarding retention of
sensitive data. Credit cards may only be accepted in the Bursar’s Office, Bookstore,
Cafeteria, Continuing Education Center, or through the institution’s web site.

Receipts from Coin-Operated Machines

It is the responsibility of all personnel who handle funds collected from institution
owned coin operated machines to implement adequate procedures to ensure
adherence to the requirements listed below.

e The machine should be kept locked at all times except when being serviced

e The key should never be left in the lock of the machine at any time

e The key holder should retain the key in their possession at all times,
including overnight

e A duplicate key should be placed in a sealed envelope (signed and dated by
the responsible person) and retained separately in the Bursar’s Office vault.
If a foreseeable absence occurs, then the transfer of the key and
responsibility should be noted and a signature obtained. If an unforeseeable
absence occurs, then the use of the duplicate key by a nominated member
of staff is permitted.

e All coin-operated machines are to have counters. Total receipts should be
reconciled against the counter reading. All inoperative or inaccurate
counters should be replaced immediately. Written records of the
reconciliations should be maintained.

e Coin machines should be emptied by two people. The person counting the
coins should not be the person reading the counters.

e Counter reading for each machine should be recorded and initialed by the
person reading the meter.

e Receipts by machine should be counted and recorded. The person counting
the coins should initial the recorded amount of receipts.
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All receipts should be deposited intact and in a timely manner
Lockable security bags are required for storing and transporting the daily
cash receipts to the Bursar’s Office

There are coin-operated machines on campus that are owned and serviced by vendors
under contract to Clayton State University, and therefore not subject to the
requirements listed in this section. Clayton State University receives a commission on
sales from these machines operated by private vendors. Goods stocked into these
machines are verified by a Clayton State University employee for control purposes.

Receipts in the Bookstore
All sales in the Bookstore will be recorded using one of the cash registers. A cash
register receipt will be given to each customer. All credit card transactions will also be
accomplished using one of the cash registers and associated card reader.

Receipts in the Cafeteria
All sales in the Cafeteria are handled by a third-party vendor. A cash register receipt
will be given to each customer. All credit card transactions will also be accomplished
using one of the cash registers and associated card reader.

Deposits to the Clayton State University Bursar’s Office
A daily deposit of all receipts must be made to the Clayton State University Bursar’s
Office. Daily Cash Reports must be generated by the department/administrative office

to include:

Department or administrative office name
Date(s) payments were received

Receipt numbers used (if applicable)
Register Totals (if applicable)

Credit card transaction totals (if applicable)

Total amount to be deposited at the Bursar’s Office

Overages and shortages

Accounts and associated amounts to be credited in the financial accounting
system

Signature of the person preparing the transmittal form

Copies of the daily cash reports must be retained in the department/administrative
office for a period of three years.

The miscellaneous deposit form may be used for the daily cash report if the department
does not have a computerized system that generates a report. The miscellaneous deposit
form may be found at http://www.clayton.edu/bursar/forms.
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Any differences discovered by the Bursar’s Office should be noted on the transmittal
form and initialed by both parties.

These Daily Cash Reports may be changed as required by the Vice President for
Business & Operations. Departments needing changes made to the report should make
their request to the Vice President for Business & Operations.

The completed daily cash report, copies of receipts or register tapes, and funds are taken
to the Bursar’s Office. Checks should be batched together with two adding machine
tapes listing each check amount. Receipts should be batched together in numerical
order with the two adding machine tapes attached. The receipt obtained from the
Bursar’s Office should be verified to the cashier log by the cash handler and retained
with the cashier log. Supporting documentation and/or receipts should be kept and filed
by each department.

Daily cash reports to the Bursar’s Office should be made in person. Campus mail may
NOT be used to deliver funds to the Bursar’s Office. Any person transporting cash
deposits should request a public safety officer accompany them from their office to the
Bursar Office. The person making the deposit will be asked to remain in the Bursar’s
Office until verification of the funds has been made and the receipt for the funds has
been issued. This receipt must be filed with the department’s copy of the daily cash
report.

The Bursar’s Office Cashier will maintain a Reconciliation of Receipts for each
department to assure that all receipts are accounted for. This requirement is in addition
to the one previously noted for each department to maintain a file of receipts in
numerical order to assure that all receipts are accounted for.

Business and Operations Policy and Procedures Manual Feb 2022 Version 1



88

Depositing Cash into the Institution’s Bank Accounts

Daily Deposit by the Bursar’s Office
The Bursar’s Office will prepare a daily deposit to include all receipts and
transmittals from departments/administrative offices.

Supporting Documents Required
All supporting documents related to the deposit must be filed with a copy of the
bank deposit. This will include all supporting documents received with the
payments, copies of the Departmental/Administrative Office transmittal forms, etc.

Transportation of the Daily Deposit to the Banking Institution
The daily bank deposit will be transported to the bank by a commercial firm
offering secure cash transportation services ONLY..

Processing Returned Checks

Clayton State University accepts payment by personal check and reserves the right to
withdraw that privilege from anyone at any time. The university also provides a check
cashing service to faculty, staff, and students in an amount not to exceed $50.00 for
faculty/staff and $10.00 for students. A check given to the university that is returned by the
bank unpaid immediately creates indebtedness to Clayton State University.

The processing of returned checks by Clayton State University is in accordance with
Section 13-6-15 of the Official Code of Georgia and section 10.4 of the Board of Regents
Business Procedures Manual.

If a check is returned due to a bank error, a letter is required from the payer’s bank
explaining the error. Once the letter is received, the returned check fee will be cancelled
and the payer will be responsible only for redeeming the returned check.
Stopped payments are treated as any other returned check with identical consequences.
No partial payments on returned items will be accepted.
Returned Checks from Students

Upon receiving notification from the bank that a check has been returned, the

cashier will execute the following steps:

e Attempts will be made by phone and email to instructors to advise the
student of the returned check
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e A certified letter will be sent to the student advising that the check must be
cleared within one week of receipt of the letter

e A student’s account will be placed on “hold” to prevent transcripts from
being sent and to prevent registration for subsequent terms. The account
will also be charged $30.00 for a returned check fee.

e Ifthe indebtedness resulting from the returned check (including the returned
check charge) is not cleared within ten days of receipt of the notice, the
student will be dropped from class rolls, the student’s
registration will be cancelled for that term if it is before the end of drop/add.

o The student will receive three (3) notices of collection effort in accordance
the Board of Regents collections requirements.

o If collection is not made within 30 days of a final demand letter (letter #3),
the check will be turned over to the institution’s collection agency for
collection

Returned Checks from Employees

The employee’s supervisor will be notified and asked to counsel the employee
regarding the returned item. The employee is expected to make payment to the
institution immediately for the amount of the returned check plus the returned check
charge of $30.00. Clayton State University may also withhold funds from the
employee’s wages until the amount owed Clayton State University has been
recovered. A notice of intent to withhold must be sent to the employee by registered
or certified mail, or personally delivered. The employee must respond with
payment to the notice within 15 days to prevent the withholding process from being
utilized.

Returned Checks from Other Individuals/Entities
All returned checks are subject to a returned check charge of $30.00

If payment for the returned item and associated fees is not received by the due date,
any pending services to the individual/entity will be suspended and the returned
check will be turned over to the institution’s collection agency for collection.

Accounts Receivable Policy and Procedures

According to Board of Regents Policy section 7.3.3, Tuition and Fee Payment and Deferral,
“short term credit may be granted to students while waiting for financial aid funds or
scholarship funds from third parties. This credit is granted only when a notice of award or
a written agreement from a third party has been received. Students who have not paid or
whose financial aid has not been affirmed by the “add/drop” date should be dropped from
class rolls.”

Student Accounts Receivable from Banner System
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Student fees are assessed through the Banner Student Information System each
term. If students do not pay assessed fees by published dates for payment, which
is the end of drop/add period, all classes are dropped and the student is not allowed
to attend. There is a week each semester following the first day of class for students
to change their schedule and for some students to register late. All students that
have not paid all assessed fees, or have financial aid awarded to pay fees, are
dropped at the end of this late registration period. The following procedures will be
followed to assure that timely payment of fees are made

All student fees are payable in advance prior to the student attending any
classes. Students with any balance due from a prior term will not be allowed
to register for subsequent terms until the balance due is paid.

All classes will be dropped at the end of drop/add period for those students
who have not paid for all assessed fees and who do not have financial aid
awards to cover assessed fees. The student will not be permitted to attend
class.

All classes may be dropped at the end of drop and add week each semester
for those students who have not paid for all assessed fees and who do not
have financial aid awards to cover assessed fees. A report will be run from
the Banner system to indicate students with outstanding balances.

After financial aid has been disbursed an additional list of students with
outstanding balances will be run to indicate students with outstanding
balances. These outstanding balances will include charges from the
Bookstore.

If a student’s scholarship, loan, or other form of financial assistance is
cancelled after the student has completed registration, the student will be
notified of any amount due and given a maximum time of ten days to pay
the outstanding balance. The student will be notified by mail of
circumstances to include amount due and time that will be allowed for
payment. Students will be notified of these outstanding balances first by
email and letter. The student’s account will have a hold placed on it and the
student will not be allowed to enroll in future terms or receive transcriptsuntil
all financial obligations are met.

The university will notify students who withdraw from all classes of
outstanding balances according to guidelines for Title IV federal
regulations.

Students who have not paid outstanding balances created by scholarship or
grant changes, by the end of the semester (or after time given for payment
has elapsed) will have their accounts placed with the institution’s collection
agency for collection.

Other Receivables
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The institution also grants credit by:
e Participating in state and federal agreements
e Participating in grant activities
e Operation of Auxiliary Enterprises
e Participating in agreements with the Clayton State University Foundation
e Participating in agreements with third parties regarding students’ tuition
and fees
e Providing benefits to retired employee’s and COBRA participants
e Other contracts and agreements
e Charging fees and/or fines

Receivable accounts are maintained in the Banner Student Information System for
all receivables, such as retired employees, COBRA participants, and third-party
vendors. The cashier will post all receipts and apply charges to payments at least
monthly. The cashier will maintain files for all third-party accounts and bill them
each semester in a timely manner to ensure that full payment is received no later
than the end of the semester. Students whose fees are to be paid by third parties will
not be allowed to register for subsequent terms until all prior term fees are paid.

Collection of Receivables

Prompt billing is essential for effective management of receivables. Information
must be maintained on the status of all unbilled accounts to ensure that all actions
necessary for the preparation of the bill have been taken as required. The bill should
be issued as expeditiously as possible, but no later than 20 days of last day of
drop/add period.

After the bill is issued, information must continue to be maintained on the status of
the account to provide information for collection efforts, should they be required.

Appropriate past due notices must be sent on overdue accounts. Section 10.7 of the
Board of Regents Business Procedures Manual provides detailed instructions about
the timing and content of these past due notices. Separate notices are provided for:
e Employees and the General Public (past due, interim, 3" notice, and final
notice)
e Student Bills (past due, interim, 3rd notice, and final demand letter)
e Bad Check Demand Letter

Uncollected amounts in excess of $50.00 should be referred to a collection agency
for collection when the account is 180 days overdue. See Section 10 of the Board
of Regents Business Procedures Manual for further information.

University System Requirements in Analysis and Reporting of Receivables
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The Board of Regents Business Procedures Manual, Section 10.6.2, states “An aged
listing of individual receivable balances will be prepared at least quarterly and will
reflect the results of billing and collection follow-up activity. Management above
the level responsible for supervising the billing and collection follow-up function
will review old dated balances. The Bursar’s Office in conjunction with the
Accounting Office will ensure that subsidiary ledger records are reconciled to the
control account balances at least monthly.”

Clayton State University is also required by the Board of Regents to submit an
analysis of receivables to the Vice Chancellor for Fiscal Affairs every six months
in accordance with the schedule published in the Board of Regents Business
Procedures Manual Section 10.5.

Disposition of Uncollectable Accounts

State of Georgia and University System Policy
The Official Code of Georgia, section 50-16-18, provides state agencies
with a mechanism for writing off debts of an immaterial nature owed to the
state. The materiality threshold, as specified by the legislation, is
“$3,000.00 or less for the institutions of the Board of Regents of the
University System of Georgia.”

The Board of Regents holds the institution responsible for the collection of
receivables. Amounts not collected through routine follow-up should be
referred to collection agencies. Presidents and Chief Business Officers are
authorized to file actions in small claims courts for the collection of debts
over which they had administrative control.

Generally, bills must be collected as expeditiously as possible, but the cost
of collection must not be allowed to exceed the expected revenue.

Section 10.4 of the Board of Regents Business Procedures Manual provides
detailed information about correct disposal of uncollectible accounts.
Clayton State University complies with the Business Procedures Manual,
and those steps will not be duplicated in this manual.

Clayton State University Accounts Receivable Write-Off Policy and Procedures
After procedures to collect amounts due to the university have been
followed and it is determined that collection of remaining balances cannot
be made, amounts outstanding will be considered for write-off on a
quarterly basis. Items more than 120 days old should be reserved.
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The following steps will be accomplished:

e The Collection Specialist in the Bursar’s Office will prepare a listing
of all student receivables by term to determine the age of all
receivables. The Banner Student Information System process will
be run to generate an aging list.

Each quarter, those receivables less than $3,000 and at least 120
days old will be reviewed along with evidence showing that all steps
have been taken to collect the outstanding balance.

e The Vice President for Business & Operations will approve
receivables to be written off. A detailed listing of those
approved will be prepared and signed by the Vice President
for Business & Operations.

e The approved listing will be forwarded to accounting and a
journal entry prepared to charge the uncollectable
receivables to current year Allowance for Doubtful Revenue,
account number 409998, fund 10500 for tuition and account
number 498998, by fund. The allowance for doubtful
accounts receivable, account number 121999, by fund, will
be credited for the same amounts.

e Student accounts will remain encumbered and noted in the
Banner Student Information System via a “Hold”, indicating
the amount due but reserved as a bad debt. If the balance is
collected in the future, the amount collected will be receipted
to allowance for doubtful revenue, account number 409998
or 498998, by fund, and the student’s record cleared of the
“Hold”. The allowance for doubtful accounts receivable
account will be debited and the student’s account credited.

8.4 Cash Disbursing
8.4.1 Authority for Disbursing Cash

The Vice President for Business & Operations of Clayton State University is responsible
for all cash management of the institution. Except for departmental purchasing cards and
the use of petty cash funds, all cash transactions should be conducted by the Bursar’s
Office. Where departments or administrative offices have been delegated authority to
collect funds for services/fines/etc., these funds must be turned in to the Bursar’s Office in
their entirety. Use of collected funds to pay bills, or to purchase goods or services, is strictly
prohibited.
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8.4.2 Documentation Required before Disbursing Funds

Travel of Employees

The content of this section is restricted to documentation required before disbursing funds
for travel. Policy and procedures for travel of employees is contained in Section 15 of this
manual.

Employees should fill out the paper Travel Authorization form and acquire approval from
the department head or designated official PRIOR to the travel. The Travel Authorization
must be included with each expense report. Click here to access this form. Please do not
submit travel authorizations through the PeopleSoft Expenses Module at this time. Each
travel authorization must be approved by the authorized department budget manager and
other approvals as established. After all required approvals have been obtained, the funds
for the estimated cost of travel are encumbered in the employee’s department budget and
the employee is notified of approval through a copy of the Travel Authorization form.

After travel has been completed, the employee initiates an expense report. The expense
report is initiated via the Employee Self-Service module. Instructions for creating the
expense  report may be found at  http://www.clayton.edu/accounting-
services/expenses/travel/howdoi/createatravelexpensereport. A printed copy of the
expense report, with all required receipts attached, must be submitted to the employee’s
supervisor for approval. Each expense report must be approved by the authorized
department budget manager and other approvals as established. After all approvals are
documented, the expense report is routed to the Accounting Services Office for
reimbursement.

In cases where the prior approval denotes a pre-authorized amount, reimbursement will not
exceed this authorization unless specifically approved by the department budget manager.
Expense reports cannot be resubmitted at a later date or at year-end for additional
reimbursement.

The expense report should be submitted as soon as travel is completed, and not later than
one month of completion of the trip. Original receipts and cost comparisons must be sent
to the Accounting Services Office to document expenses (for those expenses requiring
receipts) prior to reimbursement being authorized. Upon matching the receipts to the
expenses within the expense report, the Accounting Services Office will schedule
reimbursement to the employee for the travel expenses. The reimbursement will be
distributed to the employee by check or direct deposit according to the banking information
entered in Payroll through ADP.

Normal Procurement
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The normal procurement process begins with a requisition from the departmental level to
the Procurement Office. The Procurement Office determines how to procure the goods
and/or services. Normally, the goods/services are ordered by issuing a purchase order. The
purchase order is issued from within the financial accounting system so a tracking record
exists and the funds are encumbered. When the vendor ships the goods or provides the
services, a receiving report is generated in the accounting system. The vendor sends the
invoice directly to the Accounting Services Office, and the invoice is entered into the
accounting system. Once the receiving report and the invoice are entered into the
accounting system, the next matching process will approve the invoice for payment. The
accounts payable operator has the ability to control the schedule date of the actual payment.
Separation of duties is maintained because the entry of the order, the entry of the receiving
report, and the entry of the invoice is accomplished by three different employees.

Procurement via Purchasing Card

Purchasing Cards are issued by the Clayton State University Procurement Office.
Purchasing Cards are provided to the departments / administrative offices for the purpose
of purchasing goods and/or services valued at $5,000.00 or less, including
shipping/handling charges, insurance, etc. The departmental budget manager is responsible
for any and all charges made through the use of the card by designated person(s) in their
department.

The documentation required in the Accounting Services Office before recording thecharges
for the purchasing card include the following:
e Statements from the banking institution (card processor)
e Actual receipts from the departments that made the purchases matched to the
banking institution’s statements and the departments activity log
Note: The department activity log is used to record all purchasing card
activity. The log records the date of the purchase, the vendor, a brief
description of the procurement, the total dollar amount, and the account to
be charged for the procurement.
e The summary report from the Procurement Office with totals by card holder and
department
e The summary report from each card holder with proper coding

Miscellaneous Payments
There are many payments that do not fit the categories defined above. These miscellaneous
payments may include:
e Remission of payroll deductions and payroll matching amounts to governmental
agencies, vendors, or banking institutions
e Payment of continuing education honorariums
e Disbursement of funds from agency accounts as requested by the account custodian
e Reimbursement of petty cash funds
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e Payment for the institution’s telecommunications bills

The documentation required for any miscellaneous payment must certify that:
e The department or account being charged for the payment has approved the
disbursement
e Thedisbursement is in agreement with any restrictions placed upon the funds being
used for the payment
e Adequate separation of duties exist to prevent the same person from authorizing
payment and actually executing the payment in the financial accounting system

8.4.3 Separation of Duties

Adequate separation of duties must be enforced to prevent unauthorized disbursements of
institutional funds. Duties must be sufficiently separated such that one employee does not
have the ability to order goods or services, document the receipt of the goods or services,
and approve payment for the same goods and services.

Periodic supervisory review of disbursement journals must be accomplished as a
precaution to prevent unauthorized procurement and/or payment activities.

8.5 Petty Cash

8.5.1 Purpose of Petty Cash

Petty Cash funds may be used to:
e Reimburse employees for small value purchases of postage, lab supplies, supply
items, etc., upon receipt of invoices.
Provide change to customers when they are paying for goods and services
Provide cash for Book Store buy back of text books
Provide change funds for book sales at off campus locations
Provide check cashing service for faculty, staff, and students (Bursar’s Office
location only)

8.5.2 Restrictions on Use

e Reimbursement for small value purchases may not exceed $50.00 without having
prior approval of the Assistant Vice President of Budget and Finance/Controller.
e Reimbursement from state funded petty cash may not be processed for:
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Items covered by state or institutional contracts

Entertainment

Travel Reimbursements (meals, lodging, transportation)

Per Diem and Fees, or other service payments

Gifts, awards, and prizes

Memberships

Personal check cashing and loans (personal checks of the custodian of the
petty cash fund). Food, beverage, catering (unless funded by continuing
education or other participant cost funding source)

o Any other items that may not be purchased by the institution’s purchasing
department, such as alcoholic beverages.

0O O O O O O O

8.5.3 Check Cashing Services

The Bursar’s Office will cash checks for faculty, staff, and students utilizing the Petty Cash
fund. The following policy will apply:
e Checks cannot exceed $50.00 for faculty/staff and $10.00 for students
e Only one check per day may be cashed
e Identification is required. Acceptable IDs are employee or student ID card or
driver’s license.
e There will be a $30.00 charge for any check returned by the bank for any reason
e Faculty, staff, or students may lose check-cashing privileges if two returned checks
are received from the bank
e The following types of checks will not be accepted:
o Post-dated checks
o Counter checks
o Starter checks
o Credit card checks
o Third party checks

8.5.4 Petty Cash Replenishment

Petty cash custodians may request reimbursement by completing the Petty Cash
Replenishment Request form. The form must be completed in full and signed by the
Petty Cash custodian. The form may be found at http://www.clayton.edu/bursar/forms.
The request must include:

e A summary of all charges by account number

e Supporting documents for each petty cash purchase
Upon verification of the form, signatures, and supporting documents, a check payable to
the petty cash custodian will be issued for use in replenishing the petty cash fund.
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Since departmental Petty Cash funds are maintained for making change only, Petty Cash
Replenishment should not be required for departmental funds. Periodic replenishment will
be required for the Bursar’s Office Petty Cash fund.

8.5.5 Security Guidelines

Working petty Cash Funds must be held in a locked cash drawer or a locked cash box with
the primary key retained by the custodian and a secondary key retained by the supervisor
for emergency purposes.

Funds must be kept in a secure location at all times, preferably a locked drawer, safe, or
file cabinet. They must be secured each time the custodian leaves the office. The custodian
and the department head may be held jointly liable for uninsured losses that occur as a
result of negligence.

The total amount of the petty cash fund should always equal the cash on hand plus any
unreimbursed amounts. The unreimbursed amounts must be documented by completed
Petty Cash Reimbursement Requests. Shortages must be reported to the Vice President for
Business & Operations.

Unannounced cash counts should be performed quarterly by someone other than the
custodian. The individual should be selected by the Vice President for Business &
Operations, preferably not the same person each quarter. The cash count should be recorded
on the Clayton State University Petty Cash form. The person completing the form should
make an annotation stating “Unannounced cash count completed (date) by (signature of
person completing the count). The completed forms should be retained in a departmental
file.

Unannounced cash counts may be performed by fiscal office staff. Account balance
verification will be performed at year-end by the Bursar’s Office.

Department Petty Cash “Change Funds” should be counted daily and documented on the
Clayton State University Petty Cash form.
http://www.clayton.edu/Portals/8/docs/request-petty-cash-form.pdf

Petty Cash Funds must always be kept separate from other cash receipts.

8.5.6 Reporting and Notification Requirements
Theft or Loss

In the event of a theft or loss of Petty Cash Funds, the custodian should immediately notify
the Bursar and the Vice President for Business & Operations. The Vice President for
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Business & Operations will make a determination if the theft or loss should be reported to
the Board of Regents in compliance of the Employee Malfeasance Policy.

Departure/Termination of the Custodian

Upon departure/termination of the custodian, keys to the secured petty cash area must be
returned to the supervisor. The supervisor must notify the Bursar of the
departure/termination.

A final count and submission of replenishment should occur prior to the new custodian
assuming responsibility.

8.5.7 Purchasing Small Value Items via Petty Cash

Purpose and Regulations

Use of Petty Cash for purchase of small value items is authorized by the Purchasing
Division of the Department of Administrative Services, and further delegated by the CSU
Procurement Services Department. Departments may make direct purchases from suppliers
for immediate needs using Petty Cash when the use of the department’s purchasing card
is not accepted. Direct purchases to be reimbursed from Petty Cash may only be made
when payment-in-full is made at the initial point of delivery. The payment may be made
by an employee using personal funds (to be reimbursed from Petty Cash) or by using funds
advanced from the Bursar’s Office petty cash fund. The use of personal funds is
discouraged, but CSU recognizes that in some instances this is the most expedient method
of procurement. The CSU Procurement Services Department has jurisdiction over the
purchasing aspects of this system, while the Bursar’s Office has control over the
reimbursement process.

Cash purchases are subject to State Purchasing, University System of Georgia, and Clayton
State University regulations. It is the responsibility of the department’s budget

manager and the employee making the purchase to be familiar with the regulations
governing these purchases.

Departmental Petty Cash Funds are established upon request to the Bursar’s Office. The
Petty Cash funds are for making change from sales, programs, fines or fees related to the
department. Departments not having Petty Cash Funds may utilize the Petty Cash Funds
managed by the Bursar’s Office.

Payment of Sales Taxes

Tax must not be paid to the supplier. A CSU Sales and Use Tax Certificate of Exemption
should be presented to the vendor at the time of purchase. If the vendor will not honor the
CSU Sales and Use Tax Certificate of Exemption, then the purchase should not be made.
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The CSU Sales and Use Tax Certificate of Exemption may be found at
http://www.clayton.edu/procurement/procurementforms.

Advances from Petty Cash Funds

Payment to the supplier for the petty cash purchase may be made by cash from personal
funds or in cash from funds temporarily withdrawn from the Bursar’s Office Petty Cash
Fund. To temporarily withdraw funds from the Petty Cash Fund, the person that will be
making the purchase must complete appropriate documentation as determined by the
department’s (or Bursar’s) Petty Cash Custodian.

Reimbursement Procedures
Upon completion of the purchase, a completed Request for Petty Cash form with the box
indicating “Petty Cash/Reimbursement” checked with the following information must be
presented to the Petty Cash custodian in the department or the Bursar’s office:

e Appropriate accounting distribution

e Signature of the individual authorized to approve departmental purchases

e Signature of the individual purchaser

e An attachment of the vendor’s customary receipt that includes:

o Vendor name

Date of purchase
Items purchased
Price per item
Total price

O O O O

Upon verification of the completed form and receipt(s), the petty cash expenditure will be
reimbursed by the petty cash custodian. If a petty cash advance had been obtained for this
purchase, then the resulting net cash amount will either be returned to the Petty Cash Fund
or to the individual as appropriate. The advance form and the Request for Petty Cash form
will be retained by the petty cash custodian, and will become part of the filed
documentation of the petty cash fund.

The Request for Petty Cash form may be found on the CSU web site at
http://www.clayton.edu/bursar/forms.

8.6 Bank Account(s) for General Operations

Clayton State University has one operating bank account, which is used for all non-payroll
cash transactions. Payroll operations are accomplished by ADP (Automatic Data
Processing, Inc.) through a contract with the University System of Georgia. As payrolls are
generated, ADP initiates a wire transfer from the university’s payroll bank account to the
ADP account to cover the cost of the payroll.
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9.0 Consultants (Individuals, Companies, and
Corporations)
Introduction: There are occasions where Clayton State University will

temporarily require the services of consultants to provide skills,
services, or leadership that is not available from the normal faculty
and staff of the university. This section provides information on
the utilization of Consultants.

Topics in this section include:
Overview of Consultants

Use of Consultants

Policy

Contract Preparation and Approval
Payment Procedures

Reporting

[y Iy N Ry Wy

The use of consultants is strictly regulated by the Department of Administrative Services,
State of Georgia, and by the Board of Regents. Consultants working at or traveling to
Clayton State University will be under contract to the university. All such contracts must
be go thought he contract review process found at http://www.clayton.edu/contract-
administration/home and be approved by the Vice President for Business & Operations
before the consultant may begin travel or delivery of services.

9.1 Overview of Consultants (Individuals,
Companies, and Corporations)

A consultant or contractor is a firm or an individual offering professional or specialized
services for a fixed rate or fee. The university only controls the direction of the consultant’s
work with respect to work objectives and desired results. The university does not control
the method for achieving the results.

Firms and corporations that are in business to offer and sell their services to the public are
clearly independent contractors. When the university is required to make payments to
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individuals, the rules and regulations of a number of governmental regulatory bodies must
then be considered. A determination must be made to ensure that payments to individuals
for services clearly meet the IRS definition of Independent Contractor. The regulations of
the Internal Revenue Service and the Immigration and Naturalization Service (with respect
to Non-Resident Aliens) and the State of Georgia and university must be followed.

A consultant should be used only when the services are not readily available from existing
employees or where the services cannot be performed more economically or satisfactorily
through the university employment process.

Any individuals who perform services for the university are employees unless the
relationship satisfies the IRS standards for Independent Contractor. Further discussion of
this determination is provided in section 9.2.1 below.

9.2 Policy
9.2.1 Classification of Independent Contractors versus
Employees

Financial obligations incurred by the university for employees is clearly different than the
obligations incurred for independent contractors. The university is responsible for the
payment and/or withholding of federal and state unemployment taxes, FICA, income taxes,
and related payroll benefits for those individuals where an employee/employer relationship
exists. Independent contractors are responsible for their own liabilities.

The department head of the department seeking to hire the consultant working with Human
Resources must make the determination of independent contractor versus employee.
Section 5.5 of the Board of Regents Business Procedures Manual provides extensive
guidance that may be utilized in determination of status (employee versus independent
contractor). In addition, the following questions may be helpful. If the answer to any of the
following questions is “yes”, then it is highly likely that the individual cannot be treatedas
an Independent Contractor.

e Does the individual provide essentially the same service as an employee of the
university?

e Is the individual a current employee (or former employee within the previous 12
months) of the university providing the same or similar services?

e s it expected that the university will hire this individual as an employee
immediately following the termination of his/her services as a consultant?

e Does the university control how the individual will perform or accomplish the
service?
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e Will the individual supervise or control university employees in accomplishing the
service?
If any of the above questions are answered as “yes’, please consult the Office of Human
Resources for assistance in determining the status of the individual.

9.2.2 Types of Consultants

Instructors or Lecturers (Non-Faculty)

Individuals providing a service to the university as Continuing Education speakers or other
short-term instructors may be handled as independent contractors or employees depending
upon the determination as indicated in Section 9.2.1 above. Generally, if the instructor or
lecturer is to teach a short course (less than two weeks, i.e., conference/workshop), and the
university does not anticipate using the instructor/lecturer for additional courses, then the
individual may be classified as an independent contractor. Section 5.5 of the Board of
Regents Business Procedures Manual has extensive tests and conditions for determining
classification of employees vs. independent contractors, and should be utilized when
making a determination of classification. Contact the Department of Human Resources for
appropriate procedures for payment as an employee, and for assistance in determination of
classification.

Honorariums
Overview
An honorarium is a one-time payment for short-term services where the university
does not expect a particular result. Nonresident Alien individuals may receive
honorarium payments with a J-1, B-1, or B-2 visa. Most other visas do not permit
honoraria or other service payments.
e Honorariums must be paid to individuals and not to companies or
organizations
e Honorariums may not be paid to Clayton State University employees
including student employees
e The limitations discussed in Section 9.2.5 regarding State of Georgia
employees or employees of other university system institutions applies to
payment of honorariums.

When to Use
e An honorarium must be paid for services provided and not used to make an
award
e The service provided is one where Clayton State University does not expect a
particular result. Examples include:
o Guest lecturers
o Presentation of research results
o Reading of papers
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o Participation or leading of colloquiums, workshops, and seminars

o Presentation of lecturers
The services provided must be short-term in length. Short-term is defined as less than
two weeks from start date to end date (no matter the length of service between).
Services over a longer period of time may not be classified as an honorarium.

Services vs. Expenses

e The amount of the honorarium may include payment for services along with an
amount intended to cover travel expenses

e Amount for services (honorarium) may be paid and expenses reimbursed with
appropriate receipts. Payment of honorarium and expenses should be requested
at the same time and on the same request. A written request from the
individual/consultant must be received and matched with the purchase order
before payment may be processed. The written request must also have the
requesting department’s approval prior to processing. If this is the first payment
to this individual, a W-9 and Vendor Set Up form must also be completed. This
form may be accessed from the web site at
http://www.clayton.edu/portals/3/docs/W-9-Vendor-Set-Up-Form.pdf.

Documentation Requirements

e Honorariums must be described in a contract approved by the Vice President for
Business & Operations before the service is provided

e An official announcement, invitation letter, flyer, etc. must accompany the request
for payment of the honorarium

e Receipts for travel expenses, if claimed separately, should be submitted with a
Travel Expense Statement

e The individuals current mailing address and tax id number must be provided

e If the individual is affected by the limitations outlined in Section 9.2.5 (State of
Georgia Employee or Employee of another USG Institution), a statement is
required to certify compliance with the conditions in Section 9.2.5.

Professional Services
Professional services are defined by Official Code of Georgia §14-7-2 as follows:
Professional means the profession of certified public accountancy, architecture,
chiropractic, dentistry, professional engineering, land surveying, law,
psychology, medicine and surgery, optometry, osteopathy, podiatry, veterinary
medicine, registered professional nursing, or harbor piloting.

As explained in the Board of Regents Business Procedures Manual, section 3:
Generally, professionals that are certified in their fields can be hired non-
competitively to do work in the certified field for which they are specifically
licensed. Examples include:
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e A CPA may be hired to provide accounting services, but not
management consulting without a competitive process.

e An architect may be hired to design a building, but may not develop a
campus plan without a competitive process.

9.2.3 Exemptions from Competitive Bid Process

Professional Services

As explained above, professionals that are listed in the Official Code of Georgia §14-7-2
can be hired non-competitively to do work in the certified field for which they are
specifically licensed. If the professional is not listed in OCGA 814-7-2, then the
procurement of services must be competitively bid or a justification made for the use of
sole source procurement. DOAS has further specific services that are exempt from the
competitive bid process also. The classification of “Consultants” has been exempted from
the competitive bid process by DOAS.

Sole Source Procurements

There are circumstances where only one provider has the unique combination of experience
and/or qualifications to perform the task. In addition to the normal requisition for services
that is submitted to start the procurement process, a justification must be provided for
dealing directly with one vendor for the procurement. The justification must be on a Sole
Source Justification form. Such procurements must be posted on the DOAS registry if
$25,000 or more to make potential vendors aware of the need. Contact the CSU
Procurement Services Department for assistance with sole source justification.

9.24 Determination of Status - Employee versus
Independent Contractor

IRS regulations and possible resulting penalties make it imperative that Clayton State
University correctly identify whether certain personal service arrangements create an
employer/employee or an independent contractor relationship. Generally, if the university
determines the time, place, and manner of complying with instructions, provides
supervision, provides the place of work, and makes periodic payments then an
employer/employee relationship may exist. Section 5.5 of the Board of Regents Business
Procedures Manual provides extensive documentation on this subject with an easy to use
chart for determining whether a person is considered an employee or an independent
contractor. Additional guidance on this subject may be obtained from Human Resources.

9.2.5 Limitations on using State of Georgia Employees or
Employees of Other Institutions

State of Georgia Employees
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Official Code of Georgia 845-10-25 restricts the utilization of State of Georgia employees
as consultants to the following:

e Chaplain

e Fireman

e Any person holding a Doctoral or Master’s degree from an accredited college or
university

e Physician

e Dentist

Psychologist

Registered Nurse

Licensed Practical Nurse

A Certified Oral or Manual Interpreter for Deaf Persons

For payment to a State of Georgia employee, the following must be provided:

e Certification from the requesting department documenting the need for services and
why the best interest of the State will be served by obtaining such services from a
person presently employed by the State.

e Certification by the department, agency, etc. employing the payee that the
performance of such services will not detract or have a detrimental effect on the
performance of employee’s full-time employment. This certification may be by
letter, and should state the employee (by employee’s name) is available to perform
the specified services and that the performance of such services will not have a
detrimental effect on his/her full-time employment. This certification should be
signed and dated by the employee’s supervisor as well as the agency head/CEOQ.

e Agreement of procedures for performance of additional services, classification and
compensation.

e Payment may be made directly to the employee from Clayton State University.

[ ]

Employees of another University System of Georgia Institution

If the payee is an employee of another University System of Georgia institution, the rules
governing “Joint Staffing” outlined in the Board of Regents Business Procedures manual
section 5.3.3 must be followed. The Employee Compensation Agreement form must be
completed and submitted to the employee’s supervisor and the President for approval. The
completed Employee Compensation Agreement form allows the employee’s home
institution to pay him/her via payroll procedures with Clayton State University providing
reimbursement to the employee’s home institution. The Employee Compensation
Agreement form IS available at the following website:
http://www.usg.edu/business_procedures_manual/documents/employee _compensation_a

greement.pdf.
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9.3 Consultant  Contract Preparation and
Approval

The preparation and approval procedures described below apply for general contracts used
for Consultants. They do not apply to Public Works Contracts. Public Works Contracts are
subject to policies of the Board of Regents. They are generally funded through the Georgia
State Finance and Investment Commission (GSFIC) or by State Appropriations for capital
facility repair and rehabilitation. Contract preparation and approval for Public Works
Contracts is not within the scope of this section

As of July 1, 2013, Senate Bill 160 amends O.C.G.A. 13-10-91(b) (1) that requires any
contract with a state agency for labor or services in excess of $2,499.99 must submit a
signed and notarized affidavit(s) on standard forms attesting to their compliance with the
terms of the federal work authorization program (also known as E-Verify), or state a
specific exemption from this requirement.

Clayton State University uses a standard contract available to fit all circumstances, except
Public Works Contracts. A standard “Contracted (Consultant) Services Agreement” form
is available. This form may be found at
http://www.clayton.edu/Portals/535/docs/standard-contract.pdf.

If the “Contracted (Consultant) Services Agreement” form does not conform to the
requirements for the proposed contract, then the form should have a scope of work added.

The Vice President of Business & Operations is responsible for ensuring that the business
interests of the university are protected in the terms and operations of proposed agreements,
and is also responsible for determining that the university complies with all provisions of
contracts, grants, or agreements with individuals, companies, or agencies external to the
university.

All contracts entered into in the name of The Board of Regents of The University System
of Georgia, by and on behalf of Clayton State University are subject to the Policies and
Procedures of the State Board of Regents. Many contracts are also subject to State
Purchasing regulations and to statutory constraints on contracts entered into by State
Agencies.

No member of the university, faculty, or staff may sign a contract without specific
authorization from the President. The Office of the Vice President of Business &
Operations is responsible for approving and signing all contracts, agreements, and
memorandums of understanding for over $2,500.00.
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Applicable contracts, agreements, and memorandums of understanding must be
accompanied by a completed Clayton State University Contract/Agreement/MOU Review
Process and Routing form along with any applicable affidavits. This form may be found
at http://www.clayton.edu/Portals/15/docs/contract-routing-form-10-25-12.pdf.

A further explanation of contract review, along with a listing of certain exemptions from
the review process, may be found at http://www.clayton.edu/contract-administration.

The proposed contract along with the review process and routing form should be sent to
the Office of the Vice President for Business & Operations after the form has been
approved by the Dean, Director, or Department head.

The contract reviewer will provide feedback directly to the university’s contracting party
within 5 business days. All changes to the proposed contract must be approved by the
contract reviewer before the contract may be executed. Specific instructions are provided
on the review process and routing form for contract execution.

9.4 Payment Procedures

94.1 Account Numbers

Account numbers to be used on payments to consultants will be charged to the series of
accounts defined as “Per Diem and Fees”. A list of standardized account numbers to be
used is published in the Board of Regents Business Procedures manual in section 2, and is
included in the section below. These proper account numbers must be referenced in any
payment request.

9.4.2 Reimbursable Expenses

Payments for itemized expenses may be paid only to the consultant. The method for
reimbursements must be specified in the consultant’s contract for services. Travel
reimbursements may be made based on state travel regulations, federal per diem rates, or
an alternate basis as agreed upon in the consulting agreement. The department head is
responsible for determining if charges for reimbursable expenses are proper and
reasonable.

All reimbursable expense items must be supported by receipts or adequate itemization and
certifications.

9.4.3 Requests for Payments to Consultants
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Prior to the first payment being processed to the consultant, an IRS W-9 form must be
completed by the contractor. The IRS W-9 form will provide information for use by
accounts payable in completing the Vendor Set Up form. The IRS W-9 along with the
Vendor Set Up form can be found at http://www.clayton.edu/portals/3/docs/W-9-Vendor-
Set-Up-Form.pdf.

The completed IRS W-9 form must be sent to the Accounts Payable Department before
any payment can be processed.

The vendor should provide an invoice for services rendered. The department should
approve the invoice after auditing to ensure compliance with the contract, and send the
approved invoice to Accounting Services for payment. The account numbers to be charged
for the fee should be selected from the following list:

e 751101 Architect

e 751102 Attorney

e 751103 Consultant

e 751104 Engineer

e 751105 Physician

e 751106 Interpreters

e 751107 Veterinarian

e 751108 Honorariums/Speakers

e 751109 Information Technology Consultant

e 751110 Other Per Diems

e 752100 Reimbursable Expenses
9.5 Reporting

9.5.1 Reporting to the IRS and Consultant

All payments to non-employees (excluding reimbursable expenses and payments to
corporations) totaling an aggregate of $600.00 or more will be reported to the IRS on form
1099.

9.5.2 Reporting to the Georgia Department of Audits and
Accounts

The Georgia Department of Audits and Accounts is required by state law to compile an
annual listing of amounts paid for “Per Diem and Fees”. Clayton State University is
required to submit an electronic report on an annual basis after the close of the fiscal year
to the Department of Audits and Accounts to facilitate the production of this annual listing.
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10.0 Environmental Health and Safety

Introduction: This section deals with environmental health and safety. Safety on
the campus of CSU requires the participation of all faculty, staff,
and students. Our goal is to have the campus community work,
learn, and socialize safely

Topics in this section include:

o Responsible Department for promoting Environmental Health
and Safety

o Environmental Health and Safety Web Site

o Significant Components of Environmental Health and Safety

o Obtaining Training and Information
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10.1 Responsible Department for Promoting
Environmental Health and Safety

The administrative department responsible for promoting environmental health and safety
at Clayton State University is the Office of Environmental Health and Safety. The office is
a department within the Division of Operation Service, a part of Business & Operations,and
works in conjunction with Facilities Management, Department of Public Safety and the
College of Arts & Sciences. The office may be contacted by phone at (678) 466-4250.

The Department of Environmental Health and Safety provides management services to the
colleges and departments of Clayton State University for environmental health, safety, and
regulatory compliance. The department helps the faculty, staff, and students develop and
implement programs, including training, emergency preparation and safety, and analysis
of specific environmental problems.

10.2 Environmental Health and Safety Web Site

The Environmental Health and Safety Web Site may be found at
http://www.clayton.edu/ehs.

The web site provides information on:

e The Purpose of Environmental Health and Safety

e The Public Employee Hazardous Chemical Protection and Right to Know Act of
1988

e Anonline Right to Know training program

e OSHA training site for basic first aid, pesticide handling, back injury prevention,
forklift and tractor safety, and protective clothing

e Board of Regents environmental health and safety training

e Georgia Department of Administration-Training for Risk and Loss Management

The web site also provides links to the following:
Environmental Management System (EMS)
Hazardous Chemical Communication Plan
Spill Prevention

Lab Safety

Blood Bourne Pathogen

Hazardous Waste Management

Universal Waste Management

Aerosol Cans

Contaminated Rags/Towels
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Contingency Plan — Hazardous Materials
Emergency Quick Reference Guide
Property Risk Management
Comprehensive Loss Control Program
Campus Contacts

Materials Recycled

Campus Sustainability

Home Recycling

Solvent Usage Policy

10.3 Significant Components of Environmental
Health and Safety

10.3.1 Environmental Management System (EMS) Manual

The manual is designed to serve as a guide to the Environmental Management System
(EMS) and all of its related components. The manual may be accessed via link from the
Environmental Health and Safety site at http://www.clayton.edu/ehs/home. The manual is
a PDF file, and may be saved or printed. The manual provides an understanding of CSU’s
environmental requirements and the tools available to meet those requirements. Clayton
State University’s faculty, staff, and students should read the manual to assist them in
complying with environmental requirements and good practices.

10.3.2 Hazardous Chemical Communication Plan

In order to comply with the Georgia Public Employees Hazardous Chemical Protection and
Right to Know Act of 1988 as amended, Georgia Department of Labor Chapter 300- 3-19
Public Employee Hazardous Chemical Protection and Right to Know Rules, and the
University System of Georgia Hazardous Chemical Protection Communication (Right to
Know Plan), this written Hazardous Chemical Protection Communication Plan is
established for Clayton State University.

This information is provided for compliance with the rules/regulations stated above to
ensure the safety of all Clayton State University employees who work with hazardous
chemicals in their work areas.

The Hazardous Chemical Communication Plan may be accessed via link from the
Environmental Health and Safety site at http://www.clayton.edu/ehs/home.
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10.3.3 Spill Prevention

Preventing spills is the best way to protect your health and the environment from exposures
to oil. Clayton State has implemented a Spill Prevention Control and Countermeasures
(SPCC) Plan as required by the regulations of Title 40, Code of Federal Regulations, Part
112 (40 CFR Part 112). The Plan is used as a reference tool for oil storage information,
preventing and responding to discharges, facility inspections, and a resource for emergency
response.

The Spill Prevention information may be accessed via link from the Environmental Health
and Safety site at http://www.clayton.edu/ehs/home.

10.3.4 Lab Safety

Working safely in a laboratory requires having the proper containment equipment and
engineering controls, wearing appropriate personal protective equipment, using proper
work practices, knowing safety information for the materials and equipment used, and
following safety instructions and laboratory protocols.

The Lab Safety information may be accessed via link from the Environmental Health and
Safety site at http://www.clayton.edu/ehs/home.

10.3.5 Bloodborne Pathogens

In the event of exposure to any type Blood Borne Pathogen, the following guidelines on
the below reference website should be followed. Generally, these guidelines include
removal of the substance, seeking first aid treatment, completing a report in the Office of
Public Safety, and reviewing treatment options with health care providers at CSU’s Nurse
managed Clinic.

The Bloodborne Pathogen information may be accessed via link from the Environmental
Health and Safety site at http://www.clayton.edu/ehs/home.

10.3.6 Hazardous Waste Management

The Georgia Environmental Protection Division (EPD) has implemented rules that
establish policies, rules and standards to implement the Georgia Hazardous Waste
Management Act, O.C.G.A. 12-8-60, et seq. Clayton State University complies with the
requirements of this act.
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The Hazardous Waste Management information may be accessed via link from the
Environmental Health and Safety site at http://www.clayton.edu/ehs/home. These links
provide information about training and management of hazardous waste.

10.3.7 Universal Waste Management

In 1995, The Georgia Department of Natural Resources Environmental Protection Division
(EPD) and the United States Environmental Protection Agency (EPA) developed and
streamlined hazardous waste management requirements for collecting and managing
certain widely generated hazardous waste by creating a “Universal Waste” category.

These requirements are designed to:

« reduce the amount of hazardous waste items in the municipal solid waste stream
« encourage recycling and proper disposal
« reduce regulatory burdens on entities that generate these wastes

All employees who handle or have responsibility for managing universal waste must be
informed and trained as to the proper handling and emergency procedures appropriate to
the type(s) of universal waste.

The Universal Waste Management information may be accessed via link from the
Environmental Health and Safety site at http://www.clayton.edu/ehs/home. These links
provide information about training and management of universal waste.

10.3.8 Contingency Plan — Hazardous Materials

The contingency plan provides emergency information that would be needed in the event
of a chemical emergency, including fire, explosion and spill, at Clayton State University
(CSU). This Contingency Plan has been provided to organizations in the Clayton County
area that could be involved in rendering services during a chemical emergency situation on
campus.

This Contingency Plan is designed to minimize hazards to human health and the
environment from fires, explosions, or any unplanned sudden or non-sudden release of
hazardous materials to the air, soil, or surface water.

The Contingency Plan — Hazardous Materials information may be accessed via link from
the Environmental Health and Safety site at http://www.clayton.edu/ehs/home. The site
provides:

e Alink to an Emergency Quick Reference Guide
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A link to the Spill Prevention, Control, and Countermeasures (SPCC) Plan
A directory of responders with phone numbers

Locations of hazardous waste accumulation areas

Inspection requirements for accumulation areas

10.3.9 Emergency Quick Reference Guide

The Emergency Quick Reference Guide provides extensive procedures for dealing with the
following categories of emergencies:

e Bomb Threats
Civil Disturbance
Earthquake/Structural Collapse
Evacuation
Fire or Explosion
Hazardous Material Spills
Human Bodily Fluids — Bloodborne Pathogens
Lockdown — Room, Building, or Campus
Medical Emergency
Power Outage
Suspicious Packages & Envelopes
Tornado/Hurricane/Severe Weather
Emergency Telephones

The Emergency Quick Reference Guide may be accessed via link from the Environmental
Health and Safety site at http://www.clayton.edu/ehs/home, and the Emergency
Management Plan located in the office of the Department of Public Safety.

10.4 Obtaining Training and Information

10.4.1 On-Line Training for Right to Know

All Clayton State University employees are required to take an online Right to Know
training program through their employee orientation process. The online training program
is designed to educate USG employees on the importance and benefits of properly
recognizing and safely working with hazardous materials.

Employees can receive this online training by going to:
http://www.usg.edu/ehs/training/rtkbasic/.

10.4.2 OSHA On-Line Training
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OSHA training site for basic first aid; pesticide handling; back injury prevention; forklift
and tractor safety; and protective clothing can be found at: http://www.free-
training.com/osha/Soshamenu.htm.

10.4.3 Board of Regents Training

Board of Regents environmental health and safety training may be found at
http://www.usg.edu/ehs/training/video/ and http://www.usg.edu/ehs/training/.

10.4.4 Additional Training Programs

The Georgia Department of Administration provides Training for Risk Management
Services and Loss Management Services at the following links:

Reducing Strain and Sprain Injuries
Reducing Slips, Trips and Falls
Lifting Techniques

Bloodborne Pathogen Factors Review

10.4.5 Emergency Preparation

The Emergency Quick Reference Guide may be accessed via link from the Environmental
Health and Safety site at http://www.clayton.edu/ehs/home.and the Emergency
Management Plan located in the office of the Department of Public Safety.

The Emergency Quick Reference Guide covers:
Bomb Threats

Civil Disturbance

Earthquake/Structural Collapse
Evacuation

Fire or Explosion

Hazardous Material Spills

Human Bodily Fluids (Bloodborne Pathogens)
Lockdown (Room, Building, or Campus)
Medical Emergency

Power Outage
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e Suspicious Packages & Envelopes
e Tornado/Hurricane/Severe Weather
e Emergency Telephones

Faculty, staff, and students are encouraged to familiarize themselves with the information
contained in the Emergency Quick Reference Guide so that they are able to quickly find
the information needed when an emergency does occur.

10.4.6 Other Information Available

Safety Data Sheets

Safety Data Sheets for chemicals used in or purchased by a department are available in the
department. In addition, copies of these Safety Data Sheets for chemicals may be obtained
from the Environmental Health and Safety Office. The Department of Public Safety also
maintains a file of Safety Data Sheets for chemicals in Edgewater Hall.

Other Information
The following topics may be accessed via link from the Environmental Health and Safety
site at http://www.clayton.edu/ehs/home providing additional information for these
subjects. All Faculty, Staff, and Students are encouraged to review all topics.
e Aerosol Cans
Contaminated Rags and Towels
Materials Recycled
Campus Sustainability
Home Recycling
Solvent Usage Policy
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11.0 Facilities Management

Facilities Management creates and maintains Clayton State University's physical resources to
provide a healthy and safe educational environment for the campus community through our services
below by the following departments: Physical Plant Operations, Business Operations and Planning
and Design.

Organizational Structure of Facilities Management

The actual organizational chart of Facilities Management may be found online at
http://www.clayton.edu/Portals/543/docs/Facilities%20Management%200rg%20Chart%20may%
2022,%202013.pdf. This chart displays the titles and names of the various directors and managers
within the organization.

Our Services

e Administration of Outsourcing Contracts (pest control, elevator inspections, boiler
inspections, fire suppression system, etc.)

e Asset Management

e Building Services/Custodial and Facilities Compliance

e Carpentry Repair Services

e Central Receiving Operations

e Contract Management

e Disposition of Surplus Property, including Electronic Devices and Equipment

e Emergency Services: Inclement weather, power outage, gas leak, flood, roof leak, water leak,
broken storm water covers

e Event Setup and Furniture Moving

e Extended Services (semester preparedness, safety walks, building inspection walks, roof
inspections)

e Facilities Modification and Space Request Form
e Fleet Management

e Heating, Ventilation, and Air Conditioning Work
e How to Request Services

e Interior and Exterior Electrical Work
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e Interior Design Services and Furniture Procurement
e Key Issuance and Locksmith Services

e Leadership and assistance in development of campus master plans, as well as the University’s
Capital Implementation Plan

e Mailroom Operations and Campus Mail Delivery Service

e Masonry Services

e Monitoring the Design and Construction/Renovation of Facilities
e Painting

e Plumbing

e Preventative Maintenance

e Project Planning and Administration

e Property and Inventory Control

e Recycling

e Repair, Maintenance, and Operation of Campus Buildings

e Trash Removal

e Vehicle Rentals

e Work Order - You are requesting work to be done by Facilities

Departments
The following departments within Facilities Management are responsible for providing the
above services, and their responsibilities are described below:

11.1 Physical Plant Operations

Darren Thomas is the Director of Physical Plant Operations, reporting to the Assistant Vice
President of Facilities Management. The responsibilities of Physical Plant Operations
include maintaining 186 acres of landscape and 24 buildings, consisting of 726,510 sq. ft.,
the infrastructure of the main campus and satellite facility Lucy C. Huie Hall. Physical
Plant Operations is dedicated to supporting the University’s core mission of education and
enlightenment by ensuring the proper operation of the support functions of the University.
The purpose is to preserve the assets of the University and to support the University’s
Mission by providing project management, design input, estimating projects, bidding
projects, construction administration and capital project planning.
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Department staff keeps all operating systems in proper working condition by having a
detailed preventative maintenance plan, an ongoing deferred maintenance plan and
responding to the repair needs of the campus community. Physical Plant Operations
provides the following services:

e Building Services

e Landscape Management
e Building Operations
e Warehouse Services

The following associates report to the Director of Physical Plant Operations:

Name

Title

Contact Information

Ervin Bennett

Assistant  Director of Building
Services and Facilities Compliances

ErvinBennett@clayton.edu
(678) 466-4248

Justin Brooks

Assistant Director of Landscape
Management

JustinBrooks@clayton.edu
(678) 466-4255

Michael Campbell

Manager of Building Operations

MichaelCampbell@clayton.edu
(678) 466-4253

Mohammad Khan

Manager of Building Operations

MohammadKhan@clayton.edu
(678) 466-5489

Kenneth Daniels

Warehouse Operations and Buyer

KennethDaniels@clayton.edu
(678) 466-4247

Laura Peoples

Office Services Administrator

LauraPeoples@clayton.edu
(678) 466-4240

11.2 Building Services Responsibilities

Ervin Bennett is the Assistant Director of Building Services and Facilities Compliances,
reporting to the Director of Physical Plant Operations of Facilities Management. The
Building Services and Facilities Compliance department is responsible for the overall
cleanliness of 627,739 square feet of interior spaces of main campus and satellite facility
(Lucy C. Huie Hall). Each building has workers assigned to perform the scheduled routine
duties: maintain the appearance of offices, classrooms, hallways, laboratories, lobbies,
lounges, elevators, stairways and restrooms by performing housekeeping duties; such as
dusting, vacuuming, sweeping, wet moping, scrubbing, waxing floors, carpet cleaning, and

trash removing.
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Cleaning and trash removal are performed on a daily basis. Hard floors are stripped and
refinished, carpeted floors are shampooed in preparation for special events, and on an as
needed basis. High traffic areas are given priority. Windows are washed inside and outside.
Indoor insect control is also provided by this department. Clayton State also participates in
a Single Stream Recycling Program.

Building Services and Facilities Compliance Department Work Hours:

Day shift work hours: Monday-Friday, 10:00 am - 7:00 pm

Swing shift work hours: Tuesday-Saturday, 7:30 am - 4:30 pm

Night shift work hours: Sunday-Thursday, 10:00 pm - 7:00 am

Saturday, 7:30 am - 4:30 pm (Special Events/Requests)

Requests for services should be submitted online through SchoolDude at
https://www.myschoolbuilding.com/myschoolbuilding/myorganization.asp. The
organization number is 972381219, and the password is Password. Facilities Management
can also be contacted at (678) 466-4240.

Staff is also available in the event of an emergency. If after hours, call Public Safety at
(678) 466-4050.
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Day Shift Daily Tasks:

e Trash removal daily in classrooms
e Floors swept/mopped as needed

e Vacuuming

e Restrooms cleaned 2 or 3 times daily on this shift

e All building closets stocked with supplies

e Cobweb removal

e High and low dusting in selected areas, based upon rotation schedule (Fridays only)
e Most detailed cleaning projects are executed campus wide on Fridays

e Pressure washing buildings during semester breaks

e Support events at Spivey Hall after hours

e Commencement set up and detailed cleaning

e Manager/Supervisor conducts building inspections

Night Shift Daily Tasks:

Each building has workers assigned to perform the scheduled routine duties: maintain the
appearance of offices, classrooms, hallways, laboratories, lobbies, lounges, elevators,
stairways and restrooms by performing the following housekeeping duties:

Sunday e Sweep, mop, and buff hallways throughout the campus, based on
rotation schedule
e Periodic scrubbing and waxing of selected areas
Monday e Carpets spot cleaned or steam cleaned in selected areas
Tuesday e General sweeping and mopping of class rooms throughout the
campus, based on rotation schedule
e Selected hallways swept, mopped, and buffed
Wednesday | o Carpets spot cleaned or steam cleaned in selected areas
Thursday | o selected hallways swept, mopped, and buffed
e Carpets spot cleaned in selected areas of the campus
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11.2.1 Life Safety

Below is a list of Life Safety items that Building Services handles:
e Building Inspections

- Means of egress has been blocked by storage and is a violation of life safety
codes.

- Storage in stairwells blocking the means of egress in case of an emergency.
- Storage in hallway obstructing the means of egress.
e Blockage of Fire Extinguisher — Don’t have access in case of an emergency.

11.2.2 Special Events

Please notify the Building Services department at least 3 business days before a special
event occurs on campus. This will allow the department to provide the adequate services,
staff and resources for this event.

Overtime — If the special event requires overtime, the requesting department is responsible
for providing the funds from the account of that department.

11.2.3 Single Stream Recycling

Clayton State University has partnered with its waste management provider to assist the
campus in piloting a new single stream recycling program. This program is designed to
promote responsible resource management and to reduce waste costs.

In May 2011, the Student Center and Student Activity Center buildings were selected to
pilot the program. In September 2013, the Physical Education Building, The Continuing
Education Department, Spivey Hall, and Music Department will participate in the Single
Stream Recycling, which allows participants in these buildings to co-mingle all their
recyclables into single containers for collection, processing and remarketing.

Acceptable Recyclable Items:

e Plastic Containers (grades 1-7) e Paperboard

e Aluminum and Steel Cans e Spiral notebooks

e Glass (all colors) e Cardboard (flattened)

e Mixed Office Paper e Newspaper, magazines, phone books
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Items not accepted for recycling (at this time):

e Used tissues
e Used paper towels

e Food waste and containers e Light bulbs
e Batteries
e Film
e Magnets

e Plastic bags
e Styrofoam

The plan is to gradually expand the program campus-wide to all buildings. This program

has been successfully

implemented at many businesses and institutions and should help

CSU significantly increase the total amount of campus waste that is recycled as well as

result in cost savings.

Proactive

People We are ordinary people offering extraordinary services.
Integrity It is not who is right, but what is right that is important.
Quality We will set our goals and expectations.

Professionalism

We will treat our customers and fellow co-workers with respect,
responsiveness, cooperation, and open communications.

Service

We will remember that every customer is important and plays a
role in our daily success or failure.

Accountability

Any employee who receives a complaint in his/her area will be
accountable until it is resolved.

Responsibility

Each employee will treat Clayton State University property as if it
were his/her own.

Teamwork

Always speak positive about the Facility Management Building
Services Department and fellow co-workers, in or out of the
workplace.
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11.3 Landscape Management Responsibilities

Justin Brooks is the Assistant Director of Landscape Management, reporting to the Director
of Physical Plant Operations of Facilities Management. The Landscape Management
Department maintains 186 acres of main campus and a satellite facility (Lucy C. Huie Hall)
in South Jonesboro. The Landscape Management department strives to enhance Clayton
State University’s learning environment through designing, installing and maintaining
beautiful and inviting landscapes. Landscape Management also installs irrigation systems
throughout the campus that are provided by pond water. In addition, this department
provides event setup and moving services for campus functions.

The campus is divided into seven zones for landscape maintenance purposes. Work is
concentrated in one zone per workday to maximize productivity. The goal is to do
substantial maintenance in each area of campus so that the entire campus gets some
attention every five to seven days. The zone map is only a guide, since holidays, inclement
weather, and special projects may cause the zone schedule to be modified frequently.
Clayton State University is working towards becoming a Tree Campus USA by
implementing a Tree Committee, encouraging students to participate during Arbor Day
Observances, and conducting Service Learning projects twice a year to inform the campus
community about the importance of trees.

Landscape Management Department Work Hours:

Monday-Friday: 7:30 am - 4:30 pm cool season

Monday-Friday: 6:30 am - 3:30 pm warm season

Requests for services should be submitted online through SchoolDude at
https://www.myschoolbuilding.com/myschoolbuilding/myorganization.asp. The
organization number is 972381219, and the password is Password. Facilities Management
can also be contacted at (678) 466-4240.

Staff is also available in the event of an emergency. If after hours, call Public Safety at
(678) 466-4050.
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The Landscape Management department provides the following services:

e Commencement Setup e Landscape Maintenance
e Event Setup e Leaf and Debris Cleanup
e Exterior Pest Control e Moving Services
e Inclement Weather Preparation e Pond and Dam Management
e Irrigation e Sports Field Maintenance
e Landscape Design e Storm Drain Maintenance
e Landscape Equipment e Trash Removal
Preventative Maintenance e Tree Management

e Landscape Installation

The Landscape Management department is proactive and conducts safety inspections
throughout the campus grounds.

e Constant monitoring of dead and hazardous trees and limbs. The Landscape
Management Department has a Certified Arborist on staff.

e Monitoring of man-hole covers (storm drains, valve boxes, etc.)

e Nuisance wildlife and pest control: snakes, bees, wasps, yellow jackets, hornets, fire
ants, etc.

e Overgrown Vegetation

e Pond and Dam inspections

e Inclement Weather Preparation
e Zone safety walk-throughs
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11.3.1 Moves and Setups

Landscape Management's Moves and Setups consists of 2 employees that are responsible
for setting up or moving tables, chairs, and other furniture or equipment for campus events
or for faculty and staff work requirements.

All moves and setups are state funded. Larger moves may require a moving company to
perform the larger work required. This will require bidding the job out, which could take
up to 2 weeks or more through the Procurement Office. Please take into consideration the
time frame that is needed for bids and scheduling.

When Campus Departments have events that require setting up tents, inflatables, posters,
signs, etc., please contact the Facilities Management department to coordinate these events
so irrigation systems, utilities, tree roots, turf grass, plants, etc. are not damaged from these
items.

Types of Setups and Moves | Description

Routine Requests Furniture moves, small event setups (tables and chairs),
etc.

Special Requests Commencement, Open House, placing tarp for events
on gym flooring, large office moves, etc.

Off-Campus Requests Off-Campus requests need to be evaluated and
approved by Assistant Director of Landscape
Management.

Overtime Pay — When other departments request an event set-up or other work order that
is required to be performed after normal working hours or on weekends, the requesting
department shall pay for the overtime pay from their budget.

When moves or setups are required, the requesting office should print and complete the
appropriate work request following the link below:

https://www.myschoolbuilding.com/myschoolbuilding/myorganization.asp

ROUTINE REQUESTS SHOULD BE SUBMITTED AT LEAST 3 BUSINESS DAYS PRIOR
TO REQUESTED DATE FOR SETUP OR MOVE. SPECIAL AND OFF-CAMPUS
REQUESTS REQUIRE MORE PLANNING AND SHOULD BE SUBMITTED AT LEAST
TWO WEEKS IN ADVANCE.
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11.4 Building Operations Responsibilities

Michael Campbell and Mohammad Khan are the managers of Building Operations,
reporting to the Director of Physical Plant Operations of Facilities Management. The
Building Operations department of Clayton State University is dedicated to provide a
comfortable environment to the campus community and to support the University’s core
mission of education and enlightenment. Services provided fall into four major categories:
preventive maintenance, demand calls, customer request calls, and emergency services. A
brief description follows:

Preventive Maintenance

Building Operations conducts ongoing preventive maintenance on equipment to prevent
emergencies and equipment breakdowns. Preventive measures include inspections, testing,
lubrications, cleaning, filter, belt changes, etc. Work is performed according to the
manufacturer’s recommended maintenance procedures. Preventive maintenance
responsibilities also include those mandated by government regulations, insurance
requirements and building codes. Many of these, such as fire alarm testing, life safety,
emergency lights and elevators are designed to ensure the safety of building occupants. If
a customer requests to have Building Operations maintain any special equipment outside
the scope of the department’s basic responsibilities, such services will result in establishing
a work order.

Demand Calls

Demand calls are defined as the everyday work that originates within Building Operations.
Examples of routine maintenance are:

e Ceiling tiles: Replace stained, broken or missing
e Climate Control
e Install and remove door stops

e Kitchen equipment: Ovens, fryers, dishwashers, freezers, coolers, ice machines and
steamers

e Light bulb replacement (blown lamps)

e Locksmith

e Paint: Parking lots, curbs, walkway light posts, offices, corridors and classrooms

e Removing personal space heaters

e Repair carpet and vinyl

e Roof leaks

e Toilets and Sinks: Leaking, repairing flush valves, loose seats

e Walking surfaces: Loose bricks, uneven sidewalks, step treads, etc.

e Water leaks: Chilled/hot water pipes, Domestic hot/cold water pipes, roof drains, etc.

Customer Request Calls
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Demand calls take priority over Customer Requests, but we try to complete all request
within 3 business days. Examples of Customer Requests calls are:

Assemble: Furniture, carts and keyboard trays
Hang banners

Hanging: Pictures, shelves, door signage, coat hangers, white boards, cork boards,
monitors, TVs, etc.

Install cabinets

Mount TVs, projectors and screens
Repair and install blinds

Repair furniture

Emergency Services

A Building Operations emergency is any situation that will result in a threat to life, safety,
health, facilities, utilities or interruption of classes, clinics or events. Examples of an
emergency situation would be:

EPA/SPCC concerns

Fire alarms/Fire doors

Floods in buildings

Inclement Weather

Power outages in buildings

Refrigeration systems

Sewer backups inside or outside buildings
Underground water, gas or electrical lines

In any emergency situation Public Safety should be contacted at (678) 466-4050 and
reported. Our staff is on call 24/7 and will respond immediately.
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Building Operations Department Work Hours:

First Shift: Monday-Friday, 7:30 am - 4:30 pm
Second  Shift: Monday-Friday, 1:00 pm - 10:00 pm Saturday,
7:30 am - 4:30 pm

Requests for services should be submitted online through SchoolDude at
https://www.myschoolbuilding.com/myschoolbuilding/myorganization.asp. The
organization number is 972381219, and the password is Password. Facilities Management
can also be contacted at (678) 466-4240.

Staff is also available in the event of an emergency. If after hours, call Public Safety at
(678) 466-4050.

Services provided by the Building Operations department include:

e Carpentry e Mechanical

e Commencement Setup e Painting

e Electrical e Plumbing

e Energy Conservation e Preventive Maintenance

e Energy Management System e Refrigeration

e lrrigation e Renovation of all facilities
e Keying Services e Special In-house Projects
e Life Safety Equipment e Storm drains

e Lighting e Utilities

e Masonry

11.4.1 Key Requests

Key Requests consist of submitting the “Key Request Form” through the Public Safety
website or http://www.clayton.edu/public-safety/crimesafety. Public Safety approves the
request and submits to Facilities Management; in turn, a work order is created in
SchoolDude. After the request is completed, Facilities Management will turn the keys back
over to Public Safety who will contact and issue the keys to the appropriate person.
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11.4.2 Life Safety

Below is a list of Life Safety items that are handled by Building Operations:

Elevators Passengers possibly trapped in elevator, not working, lights out, phone
not working, inspections (weekly and monthly), etc.

If trapped in elevator, simply press the phone button and you will be
connected to our Public Safety office.

EPA Spill Prevention Control and Countermeasures (SPCC), transformers,
generators, fuel tank, grease traps pumped, fluorescent lamps, etc.

ADA Door operators, parking, sidewalks, evacuation chairs, etc.

Emergency Exit lights, egress lights, generator power for lights, parking lights,

Lighting street lights, walkway lighting, etc.

Fire Fire alarms, fire extinguishers, sprinklers, fire pumps, fire suppression

Prevention systems, etc.

Any personal appliances or equipment such as: Microwaves, heaters, refrigerators,
coffee pots, etc. must be approved by Building Operations prior to placing for inspection
to see if the circuits can handle the power required. This is to prevent any safety issues
such as fire hazards.

Inspections

Building Operations conducts many inspections in-house to ensure that we have a safe
campus environment. A few examples are listed below:

e ADA — Doors, ramps, parking e Fire Extinguishers
e Building Walks - Conducted e Generators
monthly e Outdoor Lighting — Conducted bi-
e Chillers, Cooling Towers monthly
e CSU East Walk path — Wood Planks e Roofs
and Lighting e Safety Walks
e Elevators e Student Classroom Readiness -
e Emergency Lights Conducted prior to start of each
e Exit Lights semester
e Fire Alarms e Transformers

Some semi-annual and annual inspections on campus require state or local officials to
inspect and must be outsourced. Examples are listed below:

e Boilers
e Elevators
e Fire Alarms in Buildings
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e Fire Doors

e Fire Extinguishers

e Fire Hydrants

e Fire Sprinklers and Pumps

e Fire Suppression, Vent Hoods, FM200 and Stat X
e Grease Traps Pumped and Manifest Logged

e Transformers

e Vent Hoods in Kitchen Cleaned

e Water Treatment

Sustainability

We strive for the conservation and sustainability of our campus. We have Leed Certified
and Certified Energy Manager Professionals on staff. We use resources such as rain and
storm water to irrigate the beautiful landscapes, replaced water fountains with new eco-
friendly water bottle refilling units, installed occupancy sensors along with LED upgrades
to save energy, installed a Bio Digester in our kitchen to reduce food preparation waste and
we use environmental friendly chemicals for cleaning.

Assistance to Other Departments

Building Operations assist other departments around campus such as:

e Media Printing with installing Monitors, outlets and TVs, along with pulling cables to
different locations

e IT with installing outlets and cables

e Assist with departmental accreditation

e Assist Aladdin prepare for health inspections in food services
e Assist Labs with fume hoods and distillers

e Assist departmental events
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11.4.3 Warehouse Operations and Buyer Responsibilities

Kenneth Daniels is the Warehouse Operations and Buyer, reporting to the Director of
Physical Plant Operations of Facilities Management. The warehouse department is
responsible for the warehouse functions only for Facilities Management. Services provided
by the department include:

Locate and order parts and materials for Facilities Management department.
Accountability for inventory of tools, equipment, materials and supplies.
Coordinate disposal of hazardous materials for Plant Operations.
Coordinate the receipt and distribution of parts, material and supplies.
Responsibility for all record keeping (reports, logs, etc.) of inventory.

Responsibility for maintaining the warehouse, keeping it clean, organized and stocked
at all times.

Responsibility for keeping records that deal with any EPA issues in Facilities
Management.

Responsibility for fuel management for all vehicles at Plant Operations
Pick up supplies off campus.

Track and keep tool inventory annually.

Maintain logs on all refrigerants.

Input data on parts into centralized computer system and correlate it with work requests
in the system for expense tracking associated with the work orders.

Warehouse Work Hours:

Monday-Friday, 7:30 am - 4:30 pm

Please contact Facilities Management at (678) 466-4240. Staff is also available in the
event of an emergency. If after hours, call Public Safety at (678) 466-4050.
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11.5 Business Operations

Wendy Spears is the Business Manager, reporting to Assistant Vice President of Facilities
Management. The following associates reports to the Business Manager.

Name

Title

Contact Information

Wendy Spears

Business Manager

WendySpears@clayton.edu
(678) 466-4243

Donnie Collins

Facilities Coordinator for Asset,
Fleet and Work Request
Management

DonnieCollins@clayton.edu
(678) 466-4242

Justin Parkerson

Manager Central Receiving and

JustinParkerson@clayton.edu

Property Control (678) 466-4251
Gerodney Mail Services GerodneyThorton@clayton.edu
Thornton (678) 466-4251

Business Operations provides support with the planning, organizing, managing and
controlling of the business affairs in the Facilities Management Department. It maintains
budgets for Facilities Management, prepares Capital and Construction Reports quarterly,
A/E Monthly Reports and reconciles monthly credit card statements.

Business Operations Responsibilities:
The Business Operations Department provides the following services:

e Contract Management and Project e Management of demand service and
preventative maintenance requests

Files

e Budget Management of Facilities

through the work request system

Management e Central Receiving operations
e Asset Management e Mailing Services operations
e Fleet Management e Property Control

e Vehicle Rental
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11.5.1 Contract Management

The Business Manager controls all aspects of Public Works construction contracts and
consulting agreements through the bidding process and advertising requirements which are
driven by the construction costs associated with the service. The Business Manager follows
Board of Regents rules and guidelines. The Business Manager also ensures proper control
over all required documentation and affidavits following established Project File Check
List procedure to ensure they are completed properly and processes payments for invoices.

Budget Management of Facilities Management

The Business Manager is responsible for monitoring the budget for the entire Facilities
management operation. Continuous analysis of budgeted amounts vs. actual expenditures
and encumbrances is provided to reveal areas where the budgeted amount may not be
sufficient. The Business Manager works with the Assistant VP of Facilities Management
to amend the budget as required.

11.5.2 Asset Management

Donnie Collins is the Facilities Coordinator for Asset, Fleet and Work Request
Management, reporting to the Business Manager of Facilities Management. Asset
Management is facilitated by the Central Receiving and Property Control division of
Business Operations. When a purchase order item is received in Central Receiving that
meets the classification requirement for capitalization and recording as a university asset,
Property Control assigns an inventory tag to the item before delivery to the ordering
department. The item is then entered into the Asset Management system so that the item
may be tracked, managed, depreciated, and properly reported.

The uses of the Asset Management system are outlined immediately below. The day to day
control of assets is handled by the Property Control division. See the section below titled
Inventory Control below for day to day control of asset information.

Clayton State University utilizes the Asset Management System to provide the following
benefits to the institution:

Accountability

Each item in the Asset Management System is assigned to a department, and the
department head is responsible for the asset. The department head is responsible for
preparing required paperwork when the item is moved or transferred, and is the primary
contact when any problem arises with the accountability of the item.
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Location Control
An accurate location is maintained for each item. The Asset Management System is used
to provide audit listings for spot checks or actual inventories as required. These audits may
be conducted by:

e Fiscal Affairs Staff
e Board of Regents Internal Auditors
e Staff from the State of Georgia, Department of Audits and Accounts

e Audits by accountants contracted to various granting agencies checking condition and
availability of equipment items purchased with grant funds.

Loss Control

Accurate inventory records assist in insuring that the item is still available for institutional
use. These records also help the institution become aware, in a timely manner, when an
item is missing or damaged.

Conducting Physical Inventory

All institutions within the University System of Georgia must conduct a mandatory
physical equipment inventory on an annual basis. The results of these annual inventories
should change the status or condition of the item (such as poor condition or missing) as
required in the Asset Management System.

The timing of the actual physical inventory is not mandatory. Clayton State University may
elect to periodically conduct physical inventories on a smaller segment of the institution’s
property throughout the fiscal year such that all items are inventoried by the end of the
fiscal year.

Value Assignment

Clayton State University must annually report for insurance purposes the value of
equipment, by building. The Asset Management System is used to prepare reports to assist
in this valuation.

Tracking of Non-University System Equipment

Items purchased through sponsored grant funding may have title retained by the sponsoring
agency. These items often are required to be tracked by an inventory system. This data may
also be of assistance in calculation of indirect cost overhead rates for sponsored operations.

11.5.3 Fleet Management

Management is facilitated by the Facilities Coordinator and Fleet Management personnel.
Fleet Management monitors 22 vehicles that serve technicians of the Facilities
Management department, 8 vehicles that serve the Public Safety department, and two
vehicles maintained for use by CSU employees. Maintenance of the vehicles is contracted
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to local vendors. The Facilities Coordinator keeps track of reservations and readiness for
the trips of the two vehicles reserved for use by CSU employees. The vehicle request policy
may be found at http://www.clayton.edu/facilities/services/vehiclerequest

Fleet Management Responsibilities:
Responsible for all data related to the Fleet Management Program utilizing DOAS software
VITAL (Vehicle Information Tracking and Logistics)

e Coordinate Fuel, Maintenance, Repairs and Inspection

e Assign Decals and Unique Vehicle Number

e Record Odometer Reading and Update Monthly Mileage and Fuel Consumption
e Receive Titles, Registration and Plates for Vehicles

e Maintain Vehicle Records

e Submit an Annual Model Year Compliance Report To OFM

e Address and Respond to Driver’s Alert Call Reports

e Maintain Records of All (Report My Driving) Reports Received

e Fill Out Vehicle Request Form (Online at Facilities Management website)

e Provide OFM With Necessary Disposal/Transfer Information To Verify Removal Of
Vehicles From The State Fleet Inventory Database.

1154 Management of Demand Service and Preventative
Maintenance Requests

The Facilities Coordinator utilizes an online maintenance management system for
organizing, tracking, and facilitating work to be accomplished. All work requests from
departments is scheduled via a work order request.

When repair, replacement, or other maintenance service is required, the requesting
department should complete a Service Request. The department uses an online work
request system for organizing, tracking and facilitating work. The online Service Request
requires a requestor to be registered in the online system. Contacting Facilities Coordinator
at 678-466-4242 will facilitate this step.

Preventative Maintenance requests are carried out on a constant basis following its
scheduled frequencies. Majority of preventative maintenance items, i.e., electrical,
plumbing, HVAC, special systems and equipment are performed by Building Operations
technicians. Some preventative maintenance work, such as fire suppression system and
elevator pressure tests, require special certifications or licensing, and are coordinated with
outside vendors. Requests are scheduled by Facilities Coordinator by collaboration with
Building Operations.
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11.5.5 Central Receiving Operations

Justin Parkerson is the Manager of Central Receiving and Property, reporting to the
Business Manager of Facilities Management. The Central Receiving Supervisor and staff
receive all shipments facilitated by purchase order designated for central receiving
delivery. Some items are delivered directly to the ordering department due to special
handling requirements.

For items delivered to Central Receiving, the delivery clerk verifies that goods received
are those ordered with the matching purchase order and packing slip. The non-asset items
will be delivered to the department, and verified by the department. Packing slips will be
signed by the receiving clerk or the department and sent to Accounts Payable for further
processing. Asset items are tagged for inventory after they arrive at department, but before
they can be paid for.

For items delivered directly to the department, the delivery clerk coordinates with the
department to accomplish the same services as for items delivered to Central Receiving.

11.5.6 Mailing Services Operations

The Central Receiving and Property Control department consists of two employees that
operate the campus Mailing Services operation. The Mailing Services Operation provides
processing for all incoming and outgoing USPS mail, along with campus delivery services.
The Mailing Services Operation also accepts and coordinates pickup for Courier Mail,
including UPS and FedEx Ground.

The Policies and Procedures of Mailing Services require that:

e Items to be mailed are designed and printed to take advantage of lower rates for size,
weight and content

e Addressed with a USPS certified correct address
e Bundled in the approved manner (see below)
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The Delivery Schedule provides:

e Incoming mail will be delivered to departments on campus in the first part of the day.
e Qutgoing mail is taken to the local post office each day at 3:30 p.m.

e Pickup and delivery is provided once per day at the student residence halls.

Mailroom Procedures require that:

e Mail requiring postage will be placed in bundles and identified by the department
account number for “charge-back” purposes.

e All outgoing mail must have a Clayton State University’s return address and the
sending department’s account number in the top left corner of each mail piece for
accounting purposes.

e Mail with postage already applied, including Business Reply mail, and mail that in
envelopes of an irregular shape, must be pre-sealed — the mailroom will not seal this
mail.

e If five (5) or more envelopes are to be mailed from one office, submit the envelopes
together with the flaps of the envelopes folded down or flat; this procedure will
facilitate the mail being run automatically through the postage machine.

e Mail designated for outside the United States must be specifically marked and bundled
separately; to insure accuracy and prompt delivery coordinate with the mailroom on
such mail pieces.

Additional specific information about Mailing Services may be found at the Central
Receiving and Property Control web site at:
http://www.clayton.edu/facilities/businessoperations/centralreceiving. The additional
information includes Courier Mail, Certified Mail, Insured Mail, and Bulk Mail.
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11.5.7 Property and Inventory Control

Justin Parkerson is the Manager of Central Receiving and Property, reporting to the
Business Manager of Facilities Management.

State Laws

The laws of the State of Georgia require the Department of Administrative Services
(DOAS) to maintain an accurate central inventory of movable equipment owned by the
State. Under these laws and the regulations of DOAS, the university is required to maintain
a perpetual inventory of all moveable equipment. The equipment that is required to be
tracked are only those items with an estimated usable life expectancy of three years or more
and an item acquisition cost of $3,000 or more.

Clayton State University Policy

All items meeting the definition of inventoried property will be placed in the inventory. A
complete definition of inventoried property may be found on the web at:
http://www.clayton.edu/facilities/services/inventory#State%20Laws. There are other
items that Clayton State University has elected to include in the inventory without regard
to the $3,000 minimum cost. These items are:

e Books (Library) — only if procured through Library Accounts and cataloged by the
Library

e Firearms
e Original works of art

e Classroom furniture, seating, stools, or large quantities of furniture (not listed
individually but by amount of purchase order, and purchase order must exceed $3,000)

Gifts to the university should be assigned a value based upon either the value established
by the donor or the estimated fair market value. When the assigned value exceeds $3,000
and estimate life exceeds 3 years, then all appropriate documents must be provided to
inventory control. Gifts made to the foundation for the benefit of the University are
governed by the foundation’s rules.

http://www.clayton.edu/facilities/services/inventory
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Responsibilities of Inventory Control

The Inventory Control section of Operation Services is responsible for maintaining a
perpetual central inventory from information provided continually by the various
Departments/Units and from annual inventories. Inventory Control records acquisitions,
affixes decals to equipment, records dispositions of equipment, verifies and prepares
reports of periodic inventories.

Department Inventory Coordinators

Each Dean, Director, Department Head or other Administrator responsible for property is
accountable to the President for all property assigned to the respective Department/Unit.
Each Dean, Director, Department Head may delegate basic inventory responsibility to a
coordinator. The coordinator is responsible for annual departmental inventories; surplus
coordination with Inventory Control; and notification of acquisitions of equipment.

Annual Inventory

The Department/Unit head is responsible for conducting an annual inventory of equipment
when requested by Inventory Control. Inventory Control will provide a listing of equipment
charged to each Department/Unit. The list should be verified for accuracy and any
discrepancies should be noted on the original equipment listing. The listing should be
signed by the Department/Unit head and forwarded to Inventory Control who will perform
an audit/reconciliation with the Department/Unit. After completing the reconciliation,
Inventory Control will prepare an itemized inventory list showing the total dollar amount
of the gain or loss in inventory. The Department/Unit head must immediately notify
Inventory Control and Public Safety of any item stolen or damaged by malicious acts. If an
item is not located during the annual inventory of the following year, Public Safety willbe
advised, and it will be removed from the inventory records. The property control
coordinator will file insurance claims as appropriate with DOAS Risk Management
Services department.

Recovered Property

If property is recovered that was previously part of a loss settlement, the property control
coordinator will promptly notify the DOAS Risk Management Services department. A
return of the previous settlement amount may be required. Recovery expenses and/or repair
expenses may possibly be an additional settlement.
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Cautions about Use of State Property
The Board of Regents of the University System of Georgia states the following:

"Personal property owned by an institution shall be used only for institutional purposes.
No employee in the University System shall permit such property to be removed from the
campus of an institution for use on either a rental or loan basis if the use for other than
institutional programs".

Procedures for the Transfer of Equipment

A Department/Unit must notify Inventory Control of any transfer of equipment to another
Department/Unit or movement to another building. This includes repairs or lending of
items to Departments/Units in another building. Internal departmental records need to be
maintained if a Department/Unit remains accountable for any inventoried items that are
being moved to another room in the same building.

To document a transfer or movement, the Department/Unit must complete a Property
Movement Report and submit it to Inventory Control. The Department/Unit will
coordinate with Plant Operations to arrange the transfer of items. The Property Movement
Report may be found at: http://www.clayton.edu/Portals/543/docs/property-form.pdf.

Procedures for Disposal of Surplus Property

Inventory Control is responsible for coordinating the disposal of all surplus, obsolete, or
unusable university equipment. Departments/Units must complete a Clayton State
University's Property Movement Report and forward it to the Operation Services
department to initiate the process. Inventory Control will evaluate the equipment, make it
available to other CSU departments, and follow all state laws regarding disposal of the
equipment. Serviceable equipment not required by other CSU departments will normally
be transferred to a DOAS warehouse for further processing. Additional information about
surplus property may be found at:
http://www.clayton.edu/facilities/services/inventory#Surplus%20Property.

Personal Equipment Used by University Employees

Any items of personal equipment used on campus in connection with an employee’s
responsibilities will not be inventoried, tagged or insured. The responsibility for such
equipment rests entirely with the owner. University insurance does not provide coverage
for personally owned equipment.
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11.6 Facilities Planning and Design

Clayton State University’s Facilities Planning and Design supports the mission of the
university by providing adequate facilities through existing and future planning.

Name Title Contact Information
Svetlana Soroka Manager of Facilities Planning and | SvetlanaSoroka@clayton.edu
Design (678) 466-4244
Priti Bhatia Project Manager/Interior Design PritiBhatia@clayton.edu
(678) 466-4203

At Clayton State University, the Planning and Design team of Facilities Management is
committed to providing the University with physical spaces that meet the programmatic
needs of the campus. In addition, each project is planned and executed with the desire to
provide an environment that is aesthetically pleasing and sustainable. The team provides
planning support to the University in the development, evaluation, and justification of
facility needs and projects.

Planning and Design Responsibilities:
The Planning and Design Department provides the following services:

e Capital Project planning, estimating, bidding, and construction administration

e Communication and coordination with the university community and outside agencies
through the entire project life-cycle

e Leadership and assistance in development of campus master plans, as well as the
University’s Capital Implementation Plan

e Monitoring the design and construction/renovation of facilities
e Update of facilities architectural floor plans

e Maintenance and report of facilities-related information

e Preparation of annual Facilities Performance Indicators Reports
e Preparation of annual Facilities Funding Reports

e Interior Design Services

e Furniture Procurement

e Review of Facilities Modification and Space Requests as part of Facilities Advisory
Committee

e Signage

11.6.1 Capital Project Planning, Estimating, Bidding, and
Construction Administration
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Planning and Design is responsible for activities in preparation of bidding documents for
renovation and construction projects working closely with consultants. The activities shall
adhere to Board of Regents policies, procedures and guidelines.

Levels of delegated authority:

http://www.usq.edu/facilities/resources/levels _of delegated authority

Bid Requirements:
http://www.usg.edu/facilities/documents/PW_bid_requirements.pdf

Bidding documents shall be prepared in accordance with Board of Regents forms:
http://www.usg.edu/facilities/resources/contracts and agreements

11.6.2 Communication with the University Community and
Outside Agencies

Department is responsible for campus notification thru e-mail system of any future
construction activities, coordination of pre-construction preparation including relocation
of the affected by projects occupants, and any other associated with projects coordination.

11.6.3 Assistance in Development of Master Plans and
Capital Implementation Plan

The department works with consultants and campus community providing necessary
documents, plans, data pertaining to the facilities and campus overall.

The CSU Master Plan was completed by Sasaki Associates. Areas covered by the plan
include history of the college, goal formulation, existing campus conditions, future campus
requirements, physical master plan, and implementation. The full text of the Master Plan
is available at Facilities Management web site.

Capital Implementation Plan is prepared with reference to the university’s demand for
space, history and projection of enrollment, and in accordance to the University’s Master
Plan.
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Planning and Design Department is responsible for preparation of Due Diligence
submittals for acquisition, rental, and demolition of facilities in accordance with Board of
Regents guidelines:
http://www.usg.edu/facilities/resources/due_diligence_guidelines/introduction

11.6.4 Monitoring the Design and Construction/Renovation
Activities

Project Manager oversees construction project activities in collaboration with
representatives from other units of Facilities Maintenance Division. Every new renovation
project is thoroughly reviewed for code compliance. Every design drawing for new project
undergoes approval by the State and local Fire Marshal. Facilities Department works
closely with county office to make sure all road work and exterior utility work is done with
reference to the proper area of expertise.

11.6.5 Update of Architectural Floor Plans

The department is responsible for the update of electronic files pertaining to the building
diagrams and campus property maps. Building plans for all campus structures are
maintained and stored in the Facilities Management Building in blue print and electronic
formats and available upon request.

11.6.6 Maintenance of Clayton State University Facilities
Related Information

Planning and Design department is responsible for maintaining facilities related data and
annual reporting to the Board of Regents and the State Properties Commission Agency.
Modification, adjustment and addition of new facilities have to be reported through Banner
web-based system and Building, Land, Lease Inventory Property (BLLIP) State database.
Department follows established by BOR procedures for FIDC data formatting and
reporting:

http://www.usg.edu/facilities/initiatives/facility data/

11.6.7 Preparation of Facilities Performance Indicator
Reports

Clayton State University participates in annual surveys conducted by Association of
Physical Plant Administrators (APPA) on performance in various areas including building
maintenance, custodial services, landscape and grounds services, administration,
construction, utilities, and other vital areas of facilities planning and business practices.
The report is intended to benchmark CSU with other universities nationwide in operating
cost and levels of customer satisfaction.
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Reports and access to surveys:
http://www.appa.org/Research/FPl/index.cfm

11.6.8 Preparation of Facilities Finding Reports

The department staff works in collaboration with other units within the Facilities
Management in preparation of annual Major Repair and Renovation (MRR) funding
requests by referencing deferred maintenance and emergency projects lists. Submittal
requirements:

http://www.usg.edu/facilities/resources/forms_and_submittal documents

MRR guidelines:

http://www.usg.edu/facilities/documents/mrr_guidelines_bor.pdf

Capital Improvements Plan (CIP) prepared for a period ranging in at least 5-year span and
includes projects that normally exceed MRR funding limit. CIP is prepared with reference
to CSU Master Plan.

http://www.usg.edu/facilities/capital_budget requests

11.6.9 Interior Design Services

Planning and Design department has qualified and experienced Interior designer on staff
and provides Interior design services following Board of Regents guidelines for pre-
planning. Campus planning is performed with reference to a Master Plan and Capital
Implementation Plan outlay. Design & Planning Services plays a roll of a liaison between
campus community and outside architects and consultants and works closely with
Procurement Office on projects. Planning department uses resources and surveys toidentify
space shortfalls and make corrections upon availability of funds.

11.6.10 Furniture Procurement

All requests for purchase of new furniture or refurbishing of existing furniture are required
to be submitted to Facilities Management to ensure smooth process and coordination within
campus community. Requestors have to follow Furniture Purchase Policies and Procedures
that includes a form that can be used for placing a request.
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11.6.11  Space Utilization

At Clayton State University, all the building are full and space availability is a critical
concern. We support the Space Utilization Report Observations and encourage users to
consider share spaces and use the available space efficiently.

The space utilization study explores how the space is utilized on campus and how to better
utilize existing space before constructing new buildings. The recently released Space
Utilization Report emphasizes on using space effectively and efficiently. Key observations
from the study included the need for campus-level leadership to promote a new culture of
institutional ownership, and for investments in existing buildings that focus on enhancing
utilization and enabling space to be used for effectively, and reducing operating costs. The
study shows that more consistent metrics are needed to compare and reveal utilization
opportunities.

http://www.usg.edu/facilities/initiatives/space_utilization

11.6.12  Review of Facilities Modification and Space Requests

The Clayton State University Facilities Advisory Committee is comprised of faculty and
staff representatives from various departments on campus. The Committee was tasked to
create a consistent process for submission and to review requests for new or modified
workspace allocations. The Committee ensures that all requests are reviewed fairly and
objectively, and attempts to balance the needs of each department consistent with
institutional requirements and priorities. Facilities Management takes a role in providing
project cost estimate and feasibility of project implementation.

11.6.13  How to Request Services

Since the reader of this manual may be initially interested in obtaining services, it should
be noted that Facilities Management uses an online work request system for organizing,
tracking, and facilitating work. The several forms of service requests may be found on- line
at http://www.clayton.edu/facilities/services. Use of the on-line service requestrequires the
user to provide a Username and Password. The User has to be registered in the on-line
system. Contacting the Facilities Coordinator 678-466-4242 will facilitate thisstep.

The service request may be found at:
https://www.myschoolbuilding.com/myschoolbuilding/myorganization.asp.

The vehicle request may be found at:
http://www.clayton.edu/facilities/services/vehiclerequest.

The facilities modification/space request may be found on the menu at:
http://www.clayton.edu/facilities/services.

The Property Movement Report may be found at:
http://www.clayton.edu/portals/543/docs/property-form.pdf.
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The Inventory Management Form (submitted along with a work request for sending
unused  property to surplus) may be found on the menu at:
http://www.clayton.edu/facilities/services/surpluscomputers.

11.7 Conclusion

The team of Facilities Management is committed to providing the best service to the
students, faculty and employees of Clayton State University. The facilities components of
the manual have been prepared to document and provide guidance in the policies and
procedures of the Facilities Management Department at Clayton State University. The
purpose of this manual is to support the mission of Facilities Management department and
to support our campus users, community and our region through responsible stewardship
of resources.

The manual is intended for use by department personnel for training and guidance and for
use by all members of the University community who utilize the services of the Facilities
Management Department. The manual consists of a series of policy statements. Each
statement describes a policy that governs a specific area of responsibility of the Facilities
Management Department, and it is followed by one or more procedures that describe how
those responsibilities are carried out. The content of this document reflects compliance
with applicable laws and regulations. This manual is revised on regular basis to provide
update on policy and procedures.

The Facilities Management department is committed to enhancing the quality of Clayton
State University’s physical resources by providing services in safe, timely and cost-
effective manner. The department consists of people with experience, training and
specialization in their field of expertise. The department strives to be effective and efficient
and believes in being proactive. It is an ongoing and collaborative approach and partnership
between students, faculty, employees and managing departments and we expect and
welcome your observations and suggestions through survey, phone and email in assisting
us in developing and maintaining high quality facilities.

The Policy and Procedure Manual of Facilities Management is a working document and
will be updated on a regular basis.
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12.0 Grants and Contracts

Introduction: In accordance with Board of Regents Policy, Clayton State University
encourages the faculty and staff to apply for sponsored grants that enhance the mission of
the institution. This section will discuss the application for grant approval, and also the
administration of the grant.

The Office of Grant and Contract Programs, as part of the Division of the Provost, functions
as the primary support for faculty and staff in the pre-award phase of grants andcontracts.
The Grants Coordinator controls the application and administrative processes for
establishing the new grant.

The Office of Budget and Finance, part of Business & Operations, provides primary
financial service and support to faculty and staff in the post-award phase of grants and
contracts. Upon establishment of the grant, the budgeting and accounting processes are
controlled and provided by the Office of Budget and Finance reporting to the Vice
President of Business & Operations.

Note: This manual is intended to present an easy to use, functional approach to Business
& Operations at Clayton State University. The information provided in this section
regarding the Grants and Contracts is a high-level overview, and as such should not be used
as the sole source of information in applications for grants or administration of grants. As
indicated above, the pre-award phase of Grants and Contracts is controlled by the Office
of Grant & Contract Programs. Please consult the Grants Coordinator for additional
information.

Topics in this section include:

Regents overall policy

Regents policy on intellectual properties

Application process for the new grant

Acceptance of funds

Establishing accounting procedures for the new grant
Project invoicing

Reporting

[y oy I R

12.1 Regents Overall Policy
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In section 600 of the Board of Regents Policy Manual, the general policy is stated as:

The Board of Regents of the University System of Georgia shall continue efforts to
provide through state appropriations and other outside sources adequate funds for
increased research programs of the highest quality at the institutions of the
University System of Georgia (BR Minutes, 1964-65, p. 287).

12.2 Regents Policy on Intellectual Properties

During the course of many research grants, intellectual property is generated as a result of
the grant’s operation. These properties may be:

Patentable inventions and materials
Copyrighted materials

Trademarks

Software

Trade Secrets

The determination of ownership of these intellectual properties is complex, and subject in
some cases to the terms of the sponsored grant itself. The ownership will be determined in
accordance with the terms of the grant and the specific policies outlined in Board of
Regents Policy Section 600. The determination of ownership will be documented as
required in said policy.

12.3 Application Process for the New Grant

Normally, the person that will become the Principal Investigator will complete the grant
application with assistance from the Office of Grant and Contract Programs Coordinator,
using whatever forms and procedures are provided by the granting agency. It is imperative
that appropriate management levels of the institution are kept informed and that they
approve of the application prior to it being submitted to the granting agency. The sections
below are provided to assist the reader in finding the information at Clayton State
University that will allow the flow of information to appropriate sources, and to assist in
obtaining the proper approvals for the new grant. The Office Grants & Contract Programs
has additional forms and approval requirements that must be completed or met before the
grant request can be submitted.

12.3.1 Services Available From the Office of Grant &
Contract Programs
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The Office of Grant & Contract Programs, located in the Library room 134, supports
Clayton State University faculty and staff in their pursuits of external funding for research
and sponsored programs. The office also serves as the central coordination point for all
research and sponsored program grants. The office phone is (678) 466-5053.

The Office of Grant & Contract Programs provides a wide range of support and assistance
to the researcher and will assist in all activities related to proposal preparation and
administration. The web site at http://www.clayton.edu/grantcontractprograms also has
some information about Grant Writing and Funding Resources.

12.3.2 Sources of Funding

The process of locating possible grants is beyond the scope of this manual. The Grants
Coordinator can assist in locating potential sponsors. A quarterly notice of funding
opportunities IS also available from the web site at
http://www.clayton.edu/grantcontractprograms.

12.3.3 Interpretation of Policies, Regulations, and
Guidelines

The Grants Coordinator will assist the Principal Investigator in the interpretation of
policies, regulations, and guidelines applicable to particular projects. The Grants
Coordinator Grants may be contacted at (678) 466-5053 or via email at
RhondaGibson@Clayton.edu.

12.3.4 Approval of Grant Applications

All management levels above the Principal Investigator must approve of the grant
application prior to it being submitted to the granting agency. The final administrative
approval at Clayton State University will be the Office of the President. At each approval
level, the administrator will carefully review the benefits and the negative impacts of the
grant upon the overall operation of the university. The approval should be granted only if
the awarding of the grant will provide a positive benefit to the institution.

Budget Approval of the Grant Application
The Grants Coordinator and the Budget and Finance staff will assist in budget preparation
prior to obtaining full approval for the proposal submission.
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All budgets, along with the proposal, must be approved by the Office of Grants and
Contract Programs Coordinator, the Director of Grant Accounting & Compliance, and
receive full administration approval in the 'sign-off' process.

No proposal shall leave the CSU campus without full approval of the budget and a full
review and approval of CSU commitment in the activity. Failure to obtain such approval
could result in the refusal of CSU to accept an award. It is recommended that the Pl prepare
early to allow for time needed to obtain approvals.

Routing Approval Required
The Grant Application Submittal Process form is available from the Grants and
Contracts web site at http://www.clayton.edu/grantcontractprograms, and must be used for
the approval process. The form requires approval at the following levels:

e Department Head, Associate Dean, or Director
Dean or Vice President
Provost and Vice President for Academic Affairs
VP for Business & Operations/Director of Grant and Accounting and Compliance
President

12.4 Acceptance of Funds
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The President of the university formally accepts all sponsored projects funds/awards.
Normally, award notices from federal agencies are directed to the President, with a copy to
the Principal Investigator. In some instances, the notice may go only to one or the other.
However, the President of the university is always the individual authorized to accept the
award by signing the appropriate forms just as the President was the authorized signature
allowing submission of the proposal.

When a grant award notification is received, the Principal Investigator should examine the
document for possible administrative errors or omissions. The Principal Investigatorshould
immediately send a copy of the award letter to the Office of Grant accounting and
Compliance in Budget & Finance and to the Office of Grants and Contract Programs. This
award letter is the key to starting the process of obtaining a CSU account, without which
funds cannot be spent by the Principal Investigator.

At all steps in the process of acceptance, account set-up, and reporting, the Budget and
Finance - Grants and Contracts Office staff will assist the Principal Investigator as needed.
Any questions about any part of the procedure may be directed to the office staff for
clarification or assistance. The Director of Grant accounting & Compliance will assist the
Principal Investigator in account management and will maintain up to date fiscal records
of all awards.

12.5 Establishing Accounting Procedures for the
New Grant

12.5.1 Grant Services Provided by the CSU Budget and

Finance - Grant Accounting & Compliance Office

The Budget and Finance — Grant Accounting and Compliance Office provides support to

Grant Principal Investigators by:
e Maintaining fiscal accountability
e Providing assistance for grant management

e Providing post-award financial administration of contracts, grants, cooperative

agreements, and other binding documents

e Acts as the liaison with federal, state, local, and private funding sources concerning

related fiscal issues

The Grants Accountant assists in the post-award process. The budget prepared by the
Principal Investigator, often with the assistance of Grants and Contracts staff, becomes a
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part of the files in the Grant Accounting and Compliance office and is used to verify all
expenditures related to the award. The Grant Accounting & Compliance office assists the
Principal Investigator in obtaining a CSU account number and will track the Facilities and
Administrative (F & A) recovered costs for the President, Vice President for Business and
Operations, the Provost and Vice President for Academic Affairs, the Deans of the various
colleges and others needing this information. Effective July 1, 2003, F & A funds may be
carried over into the next fiscal year.

12.5.2 Project Number Assignment

After the grant award is completed, a signed contract documenting the official award must
be delivered to the Grant Accounting & Compliance Office. Along with the signed
contract, a completed Request for Grant Account Number form must be provided. Upon
receipt of the signed contract and the completed Request for Grant Account Number
form, a department number and project number will be assigned to the project. These
department and project numbers will be provided to all academic/administrative offices
involved with the grant.

The Principal Investigator must have a CSU-assigned project number before committing
any of the grant funds. Regardless of the funding source of any grant, all expenditures must
comply with the guidelines of the sponsor and with those existing for the university, the
Board of Regents, and relevant state policies. Any anticipated variances with established
policy must be discussed with the Director of Grant Accounting & Compliance in detail
and must be approved by the Provost and Vice President for Academic Affairs, and the
Vice President for Business & Operations.

12.5.3 Recording  Project  Details/Account  Number
Assignment

The project details are recorded into the financial accounting system to allow proper review
and processing of accounting information. The project details that are recorded
are:

The 7-digit project number

Name of Principal Investigator

Project title

Start and end dates of the project

Indirect Cost Rate (IDC)

Cost Share Information

CFDA number, where applicable (Catalog of Federal Domestic Assistance)
Funding Source (Federal, State, Local, or Private)
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e Sponsor and billing address
e Billing frequency

12.5.4 Grants Budgeting

Sponsored grants do not always conform to the fiscal year utilized by Clayton State
University. If the grant has already been established when the original budget is being
developed, then the budget amounts for the grant will be part of the CSU original budget.
If the grant is awarded after the original budget is developed, the grant will be incorporated
into the current fiscal year budget utilizing the budget amendment process. Grant budgets
are incorporated into the CSU budget through a cooperative process between the grant’s
Principal Investigator, and the Grant Accounting & Compliance Director.

12.5.5 Grant Expenditures

The Project Investigator is the only individual that has authority to sign off on grant
expenditures. The Project Investigator is solely responsible for the financial management
of his/her project. Department Head’s and Dean’s signatures should only be used when a
secondary signature is required. If the Project Investigator will be on leave for an extended
period of time, then someone can be delegated to sign on behalf of the Principal
Investigator. A memo or email must be sent to the Grant Accounting & Compliance Office
to delegate signature authority. Note that equipment costs in excess of $5,000 must also
receive prior approval from the Grant Accounting & Compliance Office.

12.6 Project Invoicing

Most grants will reimburse the institution for actual expenses after those expenses have
occurred. As part of the monthly review process, the Grant Accounting & Compliance
Office requests funds from sponsors to reimburse Clayton State University for each
month’s expenditures. Invoices for federal, state, local, and private sponsored projects are
prepared by the Grant Accounting & Compliance Office on a monthly or quarterly basis,
depending on the terms of the grant contract.

12.7 Reporting

Business and Operations Policy and Procedures Manual Feb 2022



157

12.7.1 Time and Effort (T&E) Reporting

Federal regulations require Clayton State University to maintain an effort reporting system
to ensure that salaries and wages charged to grants accurately reflect the level of effort
expended on grant activities. CSU uses an “after the fact” certification process in

which the proportion of the employee’s salary charged directly to the grant or committed
as cost-share is calculated as a percent. The employee is then asked to certify that this
percent salary distribution is a reasonable representation of his/her total effort performed
for CSU during the reporting period.

The Time & Effort (T&E) Report Certification form is available from the Contracts and
Grants web site at http://www.clayton.edu/grantcontractprograms. Faculty are required to
complete T&E reports no later than the end of each semester. Non-faculty are required to
complete T&E reports at the end of each month. Completed T&E report certification forms
should be submitted to the Payroll Office.

12.7.2 Periodic Reporting

The Principal Investigator is responsible for reviewing expenditures in the PeopleSoft
Financial System to verify accuracy. The Principal Investigator should keep his/her own
records of expenditures to compare to monthly reports to ensure that all grant expenditures
are directly related to the project and are necessary to meet project goals and objectives.

As required by contract, the Office of Grant Accounting & Compliance is required to
submit periodic financial statements to the granting agency concerning performance of the
grant or contract. Often, these periodic financial statements must be submitted on a specific
form or statement format specified by the sponsoring organization. Copies of these reports
are provided to the grant’s Principal Investigator, and to other administrative personnel as
required.

12.7.3 Final Reporting

In addition to the periodic reporting to the sponsoring organization, most grants also require
a formal final report. Often the format of the final report is specified by the sponsoring
organization. The Grant Accounting & Compliance office assists the grant’s Principal
Investigator in producing the accounting aspects of the final report required by the
sponsoring organization.
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13.0 Payroll Operations

Introduction: The Clayton State University Payroll Department provides all payroll
services for the university. The mission of the Payroll Department is to provide employees
with timely and accurate compensation in compliance with federal, state, and local
regulations, and to provide reporting of payroll expenditures to university management.

Topics in this section include:

Overview

Payroll Policies and Procedures

Employee Data and Personnel Changes

New Employees

Payroll Processing

Distribution of Pay to Employees
Departmental and Supervisory Responsibilities
Payroll Reporting

Disposition of Unclaimed Payroll Checks
Policies Related to Extra Compensation

00000000 O0D

Business and Operations Policy and Procedures Manual Feb 2022



159

13.1 Overview

The Office of the Vice President for Business & Operations provides the Accounting,
Human Resources, and Payroll services for the University

The Payroll Department works closely with the Human Resources Department and the
Accounting Department to execute all transactions associated with adding and terminating
employees, accurate payment of salaries, benefits and payroll liabilities. The Payroll
Department works with the Accounting Department to ensure that all accounting processes
between payroll and accounting work smoothly.

The Human Resources Department is responsible for all aspects of recruitment, salary and
benefits packages, job classifications, employment of new personnel, employeeorientation,
and administration of leave and benefit programs. The Payroll Department provides the
operational processing to calculate and deliver salaries/wages and associatedbenefits to
employees.

In partnership with the USG Shared Services Center (SSC), the payroll office processes,
verifies and confirms the university’s payroll submittals to SSC for final processing and
delivery. After final review and confirmation, SSC remits payroll deductions to the proper
government entities, agencies and companies.

A third-party vendor (ADP) provides payroll processing services to the university through
a portal that allows employees to update time and attendance, and allows supervisors to
edit payroll records. These changes will be discussed in detail in a later section of this
chapter.

All costs associated are electronically provided to the Accounting Services department by
SSC and/or ADP in order that all costs are included in the financial accounting reports
produced for the University. The Accounting Services department provides all financial
accounting for the University, including the reconciliation of payroll/benefits accounts.

. Services provided by Human Resources include collection and processing of all hiring
documentation including, but not limited to: employee compensation, Federal and State tax
withholding allowances, direct deposit information, benefit enrollment, retirement
enrollment. The payroll production process includes calculation of pay amounts and
corresponding employee deduction amounts, production of pay to employees, and
reconciliation and remission of payroll deductions to proper entities not directly paid by
SSC.

Payroll processing for the University System is accomplished by ADP. ADP provides the
portal for employees to use in updating time and attendance, and for making some changes
to payroll records, such as Federal tax withholding allowances and direct deposit
information. 13.2 Payroll Policies and Procedures.
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13.2.1 Frequency of Pay

Full-time and part-time staff employees, including federal work-study student employees
and student assistants, are paid on a biweekly schedule of every other Friday. Professional
and Administrative, full-time Faculty, and part-time Faculty are paid on a monthly
schedule, which occurs generally on the last working day of the month. Full-time faculty
are paid in ten monthly checks beginning at the end of August and continuing through the
May. Due to holidays and academic calendar, flexible payment schedules may be
implemented as required. These flexible payment schedules will be published in advance.
The current published payroll schedule may be found from the web page at:
http://www.clayton.edu/payroll.

13.2.2 Required Actions by Employees and Managers
Biweekly Employees

Biweekly Employees must enter hours worked and vacation/sick time for each two week
pay period into the ADP eTime time card, and must save and approve the timecard at the
end of each pay period. Timecards are completed by the employee using the ADP
Employee Self Service portal. After completion by the employee, the employee’s
supervisor will electronically approve timecards for all employees under his/her
supervision. The ADP Employee Self Service portal may be found on the web at
http://portal.adp.com.

If leave time is taken, after completing the eTime time card and receiving approval by the
supervisor, the employee must also complete the Absence Report form to report additional
leave taken. Using the Absence Report form as supporting documentation, Payroll will
process a historical edit to the employee’s leave accrual record. The Absence Report form
may be found on the Payroll Forms website: http://www.clayton.edu/payroll/forms.

Monthly Employees

Monthly Staff and Faculty Employees must enter all vacation and/or sick time into the
ADP Timecard, and save and approve it each month. If no vacation/sick time was taken
during the month, the employee will only need to save and approve the time card. Monthly
employees are not required to enter hours worked. The ADP time card may be accessed
via the ADP Employee Self Service portal, found on the web at http://portal.adp.com.

If leave time is taken, after completing the eTime time card and receiving approval by the
supervisor, the employee must also complete the Absence Report form to report additional
leave taken. Using the Absence Report form as supporting documentation, Payroll will
process a historical edit to the employee’s leave accrual record. The Absence Report form
may be found on the Payroll Forms website: http://www.clayton.edu/payroll/forms.
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Adjunct Faculty

Adjunct Faculty is not required to enter time and attendance into the ADP Self Service
portal. However, Adjunct Faculty is encouraged to register for the ADP Employee Self
Service. Being registered will grant access to view pay stubs, update direct deposit info,
and update demographic information. The ADP Employee Self Service portal may be
found on the web at: https://portal.adp.com.

Student/Part-Time Employees

Student/Part-time employees are required to “punch in and out” at the beginning and
ending of each shift, and also “punch in and out” during lunch breaks if these occur during
the shift. The recording of Student/Part-Time “in and out” activity is accomplished using
the ADP Employee Self Service portal, found on the web at: https://portal.adp.com.

13.3 Employee Data and Personnel Changes
13.3.1 Employee Data Changes

Faculty and Staff Employee data changes, such as address changes, access to benefits
information, changing withholding tax status, etc. may be accomplished through the ADP
Employee Self Service portal. The self-service portal may be found on the web at
http://portal.adp.com. The self-service portal is available to all faculty, part-time faculty,
and staff. Some changes will require additional documentation to be submitted to the
Human Resources Department before the change becomes effective.

The self-service portal allows the following:

View and print payroll payment information

View and print W-2’s

Update federal tax withholding

Update direct deposit information

View compensation history

Maintain current address, email, or phone numbers

View benefits enrollments

View dependent data

Initiate changes regarding marital status and dependent status. Note that changes to
name or marital status require additional documentation to Human Resources
before the change can be approved. Details regarding documentation required are
available on the Employee Self Service web page.

13.3.2 Personnel Changes

All personnel changes and data changes that cannot be submitted through Employee Self
Service should be submitted to the Human Resources department in a timely manner.
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Personnel changes consist of:
e Employee changes such as hiring, transferring and terminating
e Status changes such as full-time to part-time
e Some benefit and tax status changes
e State withholding changes

13.4 New Employees

Departments should verify with Human Resources that all new hire paperwork has been
submitted and the employee has actually been hired. The new hire paperwork will include
all forms required for payroll processing, including forms W-4 and G-4 for tax withholding.

13.5 Payroll Processing

13.5.1 Processing General Overview

The University is required by federal and state law to pay all University employees’ salary
and wages within specified time periods according to employee contracts or other
agreements. The university makes these payments to employees to their selected payroll
preference with BankMobile Disbursements, a technology solution, powered by BMTX,
Inc. The university is required to make deductions from the salaryand wage payments
according to federal and state laws, contracts, and other agreements between the university
and the employee. The university is required to issue an itemized statement of all
deductions for each pay period. For employees receiving payment via direct deposit or
BankMobile Disbursements, the itemized statement of deductions is available via the
Employee Self Service portal available at: https://portal.adp.com.

13.5.2 Processing of Salaries and Wages

Based upon contracts, agreements, timecards, leave statements, wage and hour laws, and
other documents, the Payroll Department will process the salary and/or wages due to each
employee. Mandatory and elective deductions are withheld from salaries and wages. These
mandatory and elective deductions are discussed in detail below.

13.5.3 Processing of Deductions and Credits

Payroll deductions are made as required by state or federal law, or for programs or services
that are elected by the employee. These deductions may be taken either before or after taxes
are applied to the employee’s pay depending upon laws and regulations.

13.5.4 Mandatory Deductions
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Mandatory deductions are deductions over which an employee has no control. The
employer is required by law to take deductions from the employee’s pay and remit it to a
governmental agency, a retirement system, a court system, or an agent of the court for the
purpose of tax withholding, contributing to the employee’s retirement account, or
satisfying the employee’s debt. Mandatory deductions are discussed below:

Mandated by Federal or State Law

e Federal Tax Payments
o Federal Withholding Tax
o Social Security Tax — (Employees working over 20 hours per week)
o Medicare Tax
e State Tax Payments
o Georgia Withholding Tax
©)
e Retirement Contributions (Before-tax for federal and state reporting)
o Employee Retirement System (Old Plan 3.66%, New Plan 10.41%)
o Optional Retirement Plan — Faculty and Exempt Employees (5%)
Participating companies are:

= TIAA CREF
= VALIC
o Teacher’s Retirement System (Current - 5.25%)

©)
e Retirement Contributions (After-tax for federal and state reporting)
o GA Defined Contribution Plan (7.5%) — Part-Time Employees Only

Court Ordered Payments

The University is obligated by law to withhold deductions from employee’s pay and remit
to the appropriate court or agency on the employee’s behalf for court ordered payments.
The reasons for court ordered payments are creditor debts, federal and state tax levies,
bankruptcy, student loans, and/or child support. These deductions are based upon the
employee’s disposable income, and limited by law in amount. Payroll will notify the
employee when a court order is received that will affect the employee’s net pay. Examples
of court ordered payments are:

e Student Loan Payments — 10-20% of the employee’s disposable income
Chapter 13 Payments — deduction determined by the bankruptcy court
Garnishments — 25% of the employee’s disposable income is deducted
Child Support — deduction determined by child support agency or court order
Tax Levy — exempted income is determined by personal withholding allowances

13.5.5 Elective Deductions
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Clayton State University employees that are eligible for benefits may choose from a variety
of benefit plans and charities. Many of the benefit plans are before-tax, meaning that the
premiums reduce gross pay before certain taxes are calculated. The elective deductions are
listed below:

e Health Insurance (before-tax for federal and state withholding, and for social
security withholding)
o Blue Choice HMO
Kaiser Permanente HMO
Blue Cross Blue Shield POS
HSA Open Access POS

O O O

e Dental Insurance (before-tax for federal and state withholding, and for social
security withholding)
o Delta Dental
o Regents Dental

e Life Insurance (after-tax)
o Board of Regents Basic Life
o Board of Regents Supplemental Life
o Dependent Life Insurance
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e Flexible Spending Accounts (before-tax for federal and state withholding, and for
social security withholding) Max deductions determined by IRS rules.
o Dependent Care Spending
o Medical Care Spending

e Health Savings Account (before-tax for federal and state withholding, and for social
security withholding)
o Auvailable to employees enrolled in a High Deductible Health Plan

e Other Deductions (after-tax)
o State Charitable Contribution (United Way)
Long Term Disability Insurance
Short Term Disability Insurance
Vision Insurance
CSU Foundation
Others as approved by Human Resources and Payroll

0O O O O O

13.6 Distribution of Pay to Employees

By the addition of policy 7.5.1.1 in May of 2011, the Board of Regents instituted the
requirement to use electronic transfer as the delivery mechanism for the distribution of pay
to employees. The Board of Regents policy states:

Electronic funds transfer is the required method for payroll payments to employees,
making funds available to the employee by the authorized pay date, unless the
employee can provide documentation of having an “un-bankable” status, i.e., the
employee is unable to obtain a bank account. Direct deposit is defined as the
electronic transfer of funds from the employer to a depository institution designated
by the employee, which makes the funds available to the employee by the authorized
pay date.

Clayton State University requires all employees to receive their pay via direct deposit.
Student employees without a bank account may elect to have their pay added to the balance
of their optional BankMobile Vibe Checking Account.

Direct deposit is for those employees who have or plan to establish a savings or checking
account with a banking institution of their choosing. The Direct Deposit Authorization
form IS available from the Payroll Department website at:
http://www.clayton.edu/payroll/forms. The completed form along with a voided check is
required to start the direct deposit service. Inaddition to normal banking institutions, credit
unions also participate in direct deposit.
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Employees receiving their pay through direct deposit will not receive a printed paycheck
advice. Information regarding the employee’s pay can be found on the Employee Self
Service Menu.

Employees that desire to receive a printed pay check must be able to provide
documentation of being unable to obtain a bank account, and must process an exemption
request to the Shared Services Center. If the request is approved, the employee will receive
their pay check via U. S. Mail. The checks are mailed from ADP, not from the institution.
It should be noted that this delivery method will be slower than direct deposit. If a check is
not received in the mail, an employee must wait ten (10) working days after the pay dateto
request a replacement check. After the 10" working day, the Payroll department will verify
the check has not cleared the bank, void the lost check and process a replacement.
Processing and delivery of a replacement check can take up to five (5) business days.

For new employees that elect to participate in direct deposit, the first payrolls will be paid
by check mailed from ADP until the Direct Deposit Authorization form has been
processed. Once direct deposit has been established for the employee, all subsequent
payrolls will be deposited in the bank account indicated on the Direct Deposit
Authorization form.

13.7 Departmental and Supervisory Responsibilities

The University has an obligation to pay employees for services performed in a timely
manner. Accurate and timely reporting of an employee’s time and attendance is the direct
responsibility of the employee’s immediate supervisor. Departmental and Supervisory
responsibilities include:

e Accurate and timely reporting of an employee’s time and attendance

e Knowledge of the university’s policies contained in the Human Resources web site
at http://www.clayton.edu/human-resources/home.

e Informing employees of departmental rules and practices relating to time and
attendance

e Ensuring employees comply with the university and departmental policies and
practices

e Ensuring all required hiring documents are prepared accurately and timely for all
new employees, and are submitted to Human Resources in a timely manner

e Submitting the payroll reports on the due dates according to the payroll schedule.

e Verifying that the hours reported on the electronic timesheets are correct, and that
the totals on the timesheets are correct

e Submitting leave of absence and termination information promptly to Human
Resources
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e Departments employing work-study students are responsible for applying
university policies covering federal and institutional awards, including restrictions
regarding hours worked each week and during the length of the award

e Departments must ensure proper internal controls have been established for payroll
functions

e Departments should separate the duties of time reporting and preparing personnel
documents

e Departments must protect the confidentiality of payroll data contained on payroll
documents and reports

13.8 Payroll Reporting

The University is responsible for quarterly reporting to various state and federal agencies.
These reports provide information about taxes withheld, unemployment insurance, social
security deductions withheld, and employer matching amounts.

ADRP in partnership with SSC issues forms W-2 Wage and Tax Statement, according to
Federal Treasury Regulations at year end. Employees are encouraged to sign up for
electronic delivery of annual W-2 statements by clicking the “Go Paperless” link in the Pay
& Taxes/Annual Statements section of the ADP Self Service Portal. For those employees
who do not choose to receive electronic statements, W-2’s will be mailed by ADP to
employees via U.S. Mail. The form must be postmarked by January 31%. All questions
regarding the W-2 should be referred to the SSC Customer Support Team at 1-855-214-
2644 or by email to helpdesk@ssc.usg.edu .

Employees may view a copy of their W-2 and/or submit a request for a duplicate W-2 using
the “Employee Self Service” feature of the ADP Self Service Portal. The self-service
feature may be found on the web at: https://portal.adp.com.
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13.9 Unclaimed Payroll Checks

The laws of the State of Georgia direct that “unpaid wages” (including “uncashed payroll
checks”) are presumed abandoned after one year. After one year, the amount is reported
and remitted to the State of Georgia Commissioner of Revenue.

To comply with the Georgia laws regarding unclaimed property, ADP will provide reports
to the Payroll Department regarding payroll checks that have not been cashed. After efforts
to have the employee cash the check have failed, the university will notify ADP to stop
payment on the check and remit the funds back to Clayton State University. Clayton State
University will then comply with laws regarding unclaimed property regarding this payroll
item.

Unclaimed wages can also be caused by a direct deposit account being closed prior to
receiving the last payroll deposit. In this case, the amount of the deposit is returned to
Clayton State University. The unclaimed wages will be processed in accordance with laws
regarding unclaimed property.

13.10 Extra Compensation

13.10.1 University System of Georgia Extra Compensation Policy

Per Section 5.3.2 of the University System of Georgia Business Procedures Manual, extra
compensation may be paid to employees for tasks performed after normal business hours
for duties not included in the employee’s normal job responsibilities, provided the
following three criteria are met:

1. The tasks must be outside of the employee’s regular department.

2. The Departmental Agreement Form must be completed and signed by the
appropriate department heads. Departmental Agreement Form

3. The employee must meet at least one of the criteria listed below (Criteria from the

Official Code of Georgia Annotated Section 45-10-25):

*Chaplain

Fireman

*Dentist

«Certified Oral or Manual Interpreter for Deaf Persons

Registered Nurse

-Licensed Practical Nurse

*Psychologist

*Teacher or Instructor of an evening or night course or program
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*Professional holding a doctoral or master’s degree from an accredited college or university
«Part-time employee

Also, an employee meeting all three criteria listed above may be paid extra compensation
for a task for another department during normal job hours, if the task is not part of the
employee’s normal job responsibilities, and the employee takes annual leave for the portion
of time that is being used for the task receiving extra compensation.

Employees that have been determined by the institution to be non-exempt, as defined by
the Fair Labor Standards Act (FLSA), and are performing extra duties could qualify for
overtime pay. Non-exempt employees should be paid at least the overtime rate or more.

In addition, the Official Code of Georgia Annotated Section 45-10-25, No. 10, allows for
an exemption for an emergency situation that must be made to protect the health, safety, or
welfare of any citizens or property of Georgia.

Under no circumstances should an employee receive extra compensation for a task while
receiving normal compensation for the same time period. Extra compensation does not add
to earnings used for retirement calculations, and no retirement deductions are taken from
extra compensation pay.

Employees receiving extra compensation shall be paid said extra compensation through the
institutional payroll. Such compensation shall be subject to existing Internal Revenue
Service regulations as to taxability and/or withholding taxes. No compensation, as defined
above and paid to employees who are on the institutional payroll, shall be paid as per diem
and fees or as stipends.

13.10.2 Board of Regents Extra Compensation and Summer Pay
Policy

The USG Board of Regents Policy Manual addresses faculty employment and
compensation. Per sections 8.3.12.3 and 8.3.12.4, payment of compensation to faculty for
full-time employment during the summer shall be at a rate not to exceed 33 1/3% of their
regular compensation for the previous academic year.

Research and Saturday classes will ordinarily be carried as part of normal work load
without additional financial compensation except when all four of the following conditions
are met:

Work is carried in addition to a normal full load.

No qualified person is available to carry the work as part of his/her normal load.

The work produces sufficient income to be self-supporting.

Additional duties are not so heavy as to interfere with the performance of regular duties.
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When extra compensation is paid, it shall be in line with compensation paid for
performance of the employee’s normal duties.

When off-campus services conducted through a continuing education center can be
included in the normal work load of an individual, no additional compensation shall be
paid. Extra compensation shall be paid when the off-campus service meets the four
conditions stated above.

13.10.3 Federal Office of Management and Budget (OMB) Circular
A21 Extra Compensation Related to Grants

Federal agency regulations control the calculation and characterization of grant related
billing. The following discussion provides guidance; however, the final authorities are the
grant and contract documents, granting agency policies and procedures, and Circulars for
Educational and Non-Profit Institutions 2CFR, part 220 (OMB Circular A-21). Federal
guidance is given on additional pay for Faculty researchers. No guidance is given on
additional pay for professional staff or administrative staff. As such, this should be
addressed on a case by case basis paying close attention to the terms, conditions and
policies relevant to the sponsored project and those of the BOR. Also please be aware that
overtime pay is appropriate for paying non-exempt employees although the cost of the
overtime pay must be allocated proportionately across all accounts paying the salary for a
given pay period.

OMB Circular A-21 J.10.d (1): “Charges for work performed on sponsored agreements
...are allowable at the base salary rate. In no event will charges to sponsored agreements
... exceed the proportionate share of the base salary for that period...”

Exceptions to the process above are rare, but should be included if all four of the following
conditions are met:

1) Work is carried in addition to a normal full load.
No qualified person is available to carry the work as part of his/her normal load.
The work produces sufficient income to be self-supporting.
Additional duties are not so heavy as to interfere with the performance of regular duties.
For Faculty research staff with nine or ten-month contracts, summer semester grant effort
can result in extra compensation known as summer salary, if included in the approved grant
budget.

Summer salary calculation involves dividing the contracted base salary by the number of
teaching months, usually nine, and multiplying the result by the grant effort percentage
times the number of summer months when effort occurred. (Example: For 25 % effort over
a period of two summer months: $72,000 base salary divided by 9 = $8,000 per month
times 2 months times 25% effort = $4,000 in total summer salary).
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To summarize: Federal grant funds normally should not be used as a source for additional
pay but instead are used to “buyout” the effort of faculty researchers, i.c., course release
time. However, unique circumstances as in the case of faculty who cannot be released from
their teaching responsibilities are eligible for extra compensation if permitted by
institutional policy and procedures, allowed by the contract, included in the budget, and if
approved in advance by the granting agency.

USG Business Procedures Manual 5.3.2 states: Under no circumstances should an
employee receive extra compensation for a task while receiving normal compensation for
the same time period.” Thus, if the employee participates in grant activities during normal
work hours, the employee must take leave time in order to receive the extra compensation.
Penalties may be imposed for falsely certifying an effort report or incorrectly billing a
granting agency. Both the institution and the certifier may be charged with violations of
law.
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14.0 Procurement of Goods and Services

Introduction: Institutions of the University System of Georgia must, by order of the Board
of Regents, comply with the rules and regulations of the State Purchasing Division of the
Department of Administrative Services (DOAS). The complete set of DOAS rules and
guidelines are available in the Georgia Procurement Manual, and may be located from the
State Purchasing home page at: http://statepurchasing.doas.georgia.gov.

Topics in this section include:
Overview of Procurement Methods
Ordering Office Supplies
Purchasing via the Purchasing Card
Purchasing via Requisitions and Purchase Orders
Vendor Security and Immigration Compliance (E-Verify)
Group Meals
Complex Purchases
Procurement/Management of Wireless Communications

00000 O0D
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14.1 Overview of Procurement

14.1.1 Procurement Methods

All employees are required to follow these Procurement policies and procedures.
Procurement of goods and services for use by CSU Departments may be accomplished by
several methods. These methods are listed in the summary list below, and discussed in
detail in following sections of this section.

Check Request

Purchasing Card

Purchase Requisition/Purchase Order
Competitive Bid Process

Complex Purchases

Requests for Quotations

Request for Proposals

Request for Qualified Contractors
Request for Information

O O O O

14.1.2 Tax Exempt Status

Clayton State University is a tax-exempt organization. Before conducting business with
any supplier or service provider, please furnish them with a copy of the CSU Sales and
Use Tax Certificate of Exemption. This form may be obtained from the CSU web site at
http://www.clayton.edu/procurement/procurementforms. If the vendor will not honor the
CSU Sales and Use Tax Certificate of Exemption, then the purchase should not be made.

14.1.3 Regulations of Procurement

All employees are required to follow these Procurement policies and procedures. All
purchases for CSU must have a business purpose listed on either the purchase requisition,
the check request, or on the reconcilement of the P-card in Works.

Clayton State University utilizes the purchasing procedures as outlined by the State
Purchasing Division, Department of Administrative Services, a State of Georgia agency.
The State Purchasing Division may be referenced as SPD in the remainder of thisdocument.

Quialified items carried by Georgia Correctional Industries and Georgia Enterprises are
considered MANDATORY SOURCES and are required to be purchased from these
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vendors. Information about Georgia Correctional Industries is available at http://www.gci-
ga.com/. Information  about  Georgia  Enterprises is available at
http://www.georgiaenterprises.com/.

Items on MANDATORY STATEWIDE CONTRACTS by SPD are required to be
purchased from the contract vendors unless the State allows an exception to that contract.
If a CSU department has a valid justification for purchasing from a non-statewide approved
vendor and the product and/or service is available on a Mandatory State Contract, a waiver
request must be submitted by the Procurement Officer to SPD for approval. The request
for a waiver requires written justification and can take 5 to 7 business days for processing.
Contact the CSU Procurement Services department for assistance in obtaining a waiver.

SPD also maintains State Convenience Contracts. State Convenience Contracts are
contracts established by the SPD for use by all State entities. State entities may, but are not
required to, use this type of contract. SPD strongly encourages the use of State Convenience
Contracts.

CSU departments must verify whether the product and/or service needed is available on
Mandatory State Contract prior to purchasing, regardless of the dollar amount. When items
or services needed are on contracts authorized by the State Purchasing Office, then these
contracts must be used for procurement of the product and/or service. Links to these
contracts are available at
http://doas.ga.gov/Statel ocal/SPD/Pages/StatewideContractindex.aspx.

Purchases of supplies and equipment not covered under the above categories are considered
as GENERAL and are purchased as follows:

Purchasing less than $5,000
Purchases of less than $5,000 are not required to be bid. Purchases using the Purchasing
Card are accomplished in this category

To have an order of less than $5,000 processed, the order should be submitted as indicated
below.

Purchases for products/services under $2,500

Statement of business purpose required

May be purchased and paid with a P-card

May be purchased and paid with a Purchase Requisition/Purchase Order
May be paid with a Check Request

Purchases for products/services between $2,500 and $4,999
e Statement of business purpose required
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e May be purchased and paid with a P-card

e May be purchased and paid with a Purchase Requisition/Purchase Order
e Exception: A single item purchase of $3,000 or more that is an asset requires

a purchase requisition and may not be procured via the P-card

Purchases for products/services between $5,000 and $24,999
e Statement of business purpose required

e May be purchased and paid with a Purchase Requisition/Purchase Order only

e |f the item is not on Statewide Contract, then three written quotes with

completed CHECKLIST FOR VENDOR QUOTES > $5,000 is required
o If the needed product and/or service is on a State Convenience Contract,
then one of the quotes must be from the vendor of the State Convenience

Contract

o The CHECKLIST FOR VENDOR QUOTES > $5,000 sample is
printed immediately below. This sample has been reduced in size to fit
the page. A full-size checklist may be found on the CSU web at

http://www.clayton.edu/procurement/procurementforms.

CHECKLIST FOR VENDOR QUOTES > $5,000

Pric | Bran
Vendor | Quantity | e d Time Frame

Warranty

*Purchases equal to or greater than $5,000 but less than
$25,000 must have at least three quotes and include the
Checklist

Purchases for products/services greater than $24,999
e Statement of business purpose required
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e May be purchased and paid with a Purchase Requisition/Purchase Order only

e CSU Procurement Services Department will procure by placing a request for
competitive bid, using details provided by the requesting department, on the
Georgia Procurement Registry for the needed products and/or services

e CSU Departments expecting to procure more than $24,999 from the same
vendor for the fiscal year must follow the rules for purchases exceeding $24,999

Emergency Purchases

The state considers an emergency to be life threatening or an incident that will shut down
operations. Emergency Purchase Orders for more than $100,000 must have state approval.
All emergency purchases must be coordinated with the CSU Procurement Services
Department.

Computer Related Requisitions

Generally, all computer related requisitions must have Clayton State University Office of
Information and Technology Services (OITS) approval. All computers, software, and
hardware peripherals must be supported by the HUB. Forward all related requests to the
Director of OITS for approval prior to final submission to the Procurement Services
Department.

Media Related Requisitions

All audio/visual requests must be approved by the Director of Media Services, prior to final
submission to the Department of Procurement Services. Forward all related requests to the
Director of Media Services for approval prior to final submission to the Procurement
Services Department.

14.1.4 Deciding How to Purchase

The decision process involves several steps. These steps are outlined below. Utilize the first
acceptable method since these are listed in order to be utilized.

e Isthe item or service on a Mandatory State Contract? If yes, then prepare a purchase
requisition and send to CSU Procurement Services Department for processing.

e If each item or service is $3,000 or less, the group of items or services is less than
$5,000, the item is allowed for purchase via purchasing card, and the vendor accepts
the purchasing card, then buy with the purchasing card.

e If each item or service is less than$2,500, the group of items or services is less than
$2,500, the item is allowed for purchase via purchasing card, and the vendor does
not accept the purchasing card, then buy with a check request.

e Iftheitemis $50.00 or less, and cannot be procured by the methods listedimmediate
above, then the item may be purchased using petty cash funds. Additional info is
provided about petty cash purchases in the Cash Management
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section (section 8). Note that sales tax may not be paid nor reimbursed on petty cash
purchases.

e Ifany item or service is $3,000 or more, and the group of items or services is less
than $5,000, and not allowed for purchase via purchasing card, then prepare a
purchase requisition and send to the CSU Procurement Services Department.

o If any single item or service, or any group of items and/or services are $5,000 or
more and less than $25,000(and the item is not on state contract), then obtain three
written quotes, complete the checklist, provide a statement of business purpose, and
prepare a purchase requisition and route to the CSU Procurement Services
Department.

o If anysingle item or service, or any group of items and/or services are greater than
$25,000, prepare specifications to present to procurement, provide a statement of
business purpose, prepare a purchase requisition and route these documents along
with bid information to the CSU Procurement Services Department. The CSU
Procurement Services Department will meet with the department, will prepare bid
documents, and will place the request for competitive bid on the Georgia
Procurement Registry for the needed products and/or services.

14.2 Ordering Office Supplies

Office supplies may be obtained from the statewide contract for office supplies, if one is
currently available. When a statewide contract for office supplies is not available, the
Purchasing Card may also be utilized to procure Office Supplies.

The State of Georgia negotiates with office supply vendors for the best discounts available.
After a selection process, a vendor is selected and awarded the State of Georgia Statewide
Contract for Office Supplies. When a new contract has been approved, CSU departments
should purchase from the contract using the Purchasing Card. See section 14.4 below for
additional information about using the Purchasing Card.

Before purchasing from the contracted vendor, the user must register with vendor, and
provide the purchasing card information. Information on accomplishing this will be
provided. All users must contact Procurement Services to register.

After registering, the user may procure items online from the vendor. At check-out when
the purchasing card is used, the web site will remove the sales tax and provide the state
contract price. On-line ordering from the vendor provides next day delivery to the
department of the items ordered. Note that the delivery is directly to the department and
not to the Central Warehouse.
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14.3 Purchasing via the Purchasing Card

Information presented in this section is a summary of information available from CSU’s
Procurement website at http://www.clayton.edu/procurement.

14.3.1 Program Overview

The purchasing card program was established by the State Purchasing Division of the
Department of Administrative Services (DOAS). The Purchasing Card functions like a
credit card, with the billing to the institution handled by Bank of America. Purchasing
Cards are issued by the CSU Procurement Services Department.

The Clayton State University Purchasing Card Program is designed for CSU employees to
transact purchases, allowing them to acquire supplies and materials more efficiently. Use
of the Purchasing Card allows approval for the purchase to be made at the lowest possible
level. Payment to the Vendors will be made by the Bank of America. CSU makes one
payment per month to the Bank of America for all card purchases made that month.

The Purchasing Card Program does not alter State Purchasing or CSU rules and
regulations. Management of expenditures and good record-keeping is required to make the
acquisition process simpler and faster. The Department Budget Manager is responsible for
all charges made through the use of the card by designated personnel in their department.

14.3.2 Policy Summary

Issuance of cards with annual certification

Cards may only be issued to full time or part time permanent employees of Clayton State
University. An agreement and application must be completed, have approval by the
employee’s Supervisor, the department budget manager (if different from Supervisor), and
the Purchasing Card Administrator. The agreement and application process includes a
background and credit check, which must indicate satisfactory results. In addition, the new
cardholder must complete instructor led P-Card training that addresses transaction limits,
authorized and unauthorized purchases, reconciliation of monthly statements and
procedures for reporting lost or stolen P-Cards.

All existing cardholders must take an annual on-line refresher training course and exam,
with the requirement of passing with an 80% or higher score to retain the use of the P-Card.
The on-line refresher training and testing is administered by the Procurement Services
Department.
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Card Limits

e Purchases are limited to $4,999.99 per single transaction, including shipping and
handling charges.
Within the single transaction, no single item may exceed $2,999.00.

The maximum daily limit for a single card holder is $5,000.00.

Each card holder is assigned a monthly limit that may not be exceeded. The monthly
limitis temporarily reduced by purchases during the month. Monthly cyclelimits are
restored at the beginning of each new billing cycle. See section 14.4.4.1below for
additional information about the Works Payment Manager system.

[ ]

Authorized Purchases

Generally, most supplies, repairs & maintenance, subscriptions (job related), publications
and printing, non-inventory equipment up to $2,999.00, business cards, dues, advertising,
software, university memberships, and registration fees for conferences may be charged to
the Purchasing Card. Prior approvals are required for some of these items. Please see the
Agreement and Application form at http://www.clayton.edu/procurement/pcardforms
and the DO’s and Don’ts list http://www.clayton.edu/procurement/pcarddosanddontsfor
additional details.

All employees approved to carry a State of Georgia p-card are responsible and accountable
to the university for all purchases made with the p-card. They must adhere to all State,
Board of Regents and university policies regarding its usage. All p-card purchases are to
be used for Clayton State University official business only.

Any employee who fails to use the p-card properly or abuses the use of the p-card shall be
subject to cardholder penalties; up to and including being reported to the USG Office of
Internal Audit for investigation and the employees may be subject to disciplinary action up
to and including termination.

Violations involving employee malfeasance must be reported to Bank of America and USG
Office of Internal Audit who reports to the Attorney General’s Office where the decision
IS made concerning prosecution. The university is not authorized to negotiate a promise not
to report employee malfeasance in return for the employee’s resignation, restitution, etc.

DOAS Purchasing Card Policy can be found at the following link:
http://doas.ga.gov/StatelLocal/SPD/Services/Pages/SpdCards.aspx.

BOR Purchasing Card Policy can be found at the following link:
http://www.usqg.edu/business procedures manual/section3/manual/C1127.
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Clayton State University Purchasing card policy can be found at the following link:
http://www.clayton.edu/procurement/pcardpolicies.

Information about HB 1113 can be found at the following link:
http://www.busfin.uga.edu/hb1113faq.html.

Legislative Law (O.C.G.A. § 50-5-83) can be found at the following link:
http://law.justia.com/codes/georgia/2010/title-50/chapter-5/article-3/part-1/50-5-

83/

Approvers are responsible for adhering to all CSU P-Card policies and procedures. They
are therefore required to be aware of current laws and policies pertaining to P-Card usage.
Approvers will be subject to aforementioned consequences including legal actions if
violations were approved by them.

There is no gray area under HB1113, and thus, any misuse, including inadvertent use (such
as mistakenly using a P-card for a personal purchase) is a violation of law and must be
reported to the University System Office/Board of Regents.

Unauthorized Purchases

Personal purchases may not be made using the Purchasing Card. Additional types of
prohibited purchases are listed in the DO’s and DON’T’S Form located at
http://www.clayton.edu/procurement/pcarddosanddonts. Violation of the rules governing
use of the Purchasing Card can be grounds for disciplinary action, including termination of
the employee.

14.3.3 Using the Purchasing Card

Use of the Purchasing Card is subject to the following conditions:
e Cardholder must have approval of their supervisor and funds must be available
before making the purchase
e Goods may be ordered by phone, over the counter, or via secure internet sites
e Shipped materials must be sent directly to the Central Warehouse Receiving
Department. The deliveries to the department should have the following address
format:
PCard, Cardholder Name
Department Name
Clayton State University, Building and Room Number
Street Address
City, State, Zip

Business and Operations Policy and Procedures Manual Feb 2022


http://www.clayton.edu/procurement/pcardpolicies
http://www.busfin.uga.edu/hb1113faq.html
http://law.justia.com/codes/georgia/2010/title-50/chapter-5/article-3/part-1/50-5-83/
http://law.justia.com/codes/georgia/2010/title-50/chapter-5/article-3/part-1/50-5-83/
http://www.clayton.edu/procurement/pcarddosanddonts

181

The Central Warehouse Receiving Department has locations on each
campus, as indicated below with physical addresses provided:
e Main Campus, 2000 Clayton State Boulevard, Morrow, GA
30260
e Fayette, 100 World Drive, Suite 100, Peachtree City, GA 30269
e Henry, 401 Tomlinson Street, McDonough, GA 30253

e Purchases are exempt from sales tax. The purchaser should make the vendor aware
of the sales tax exemption status, and give the vendor a copy of the CSU Sales and
Use Tax Certificate of Exemption form, if requested. The exemption form is
available from the Csu Purchasing web site at
http://www.clayton.edu/procurement/procurementforms.

e Computer Related Purchases: All computer related requisitions must have OITS
approval. All computers, software, and hardware peripherals must be supported by
the HUB. Forward all related requests to the Vice President of OITS for approval
prior to final submission to the Procurement Services Department. The use of a
purchase requisition is recommended for computer related purchases.

e Media Related Purchases: All audio/visual requests must be approved by the
Director of Media Services, prior to final submission to the Department of
Procurement Services. Forward all related requests to the Director of Media
Services for approval prior to final submission to the Procurement Services
Department. The use of a purchase requisition is recommended for computer
related purchases.

14.3.4 Transaction Tracking, Approval Processing, and
Accounting Processing

All transactions are subject to two different tracking and approval processes. There is an
electronic online system, known as “Works Payment Manager” that is used to collect and
record transactions and their associated account numbers to be charged in the department.
There is also a paper trail system, known as the Visa Packet, used to provide accountability
for each transaction, along with reconciliation back to monthly statement totals. Each of
these systems is discussed below:

The Works Payment Manager

The Works Payment Manager System is a web-based application that provides users with
daily purchasing card transaction information, enables them to “sign off” their transactions,
and to allocate the transactions to the appropriate budget accounts. Daily feeds of
transactions are received from the Bank of America, and become available for processing
by the cardholder. The cardholder may change the budget account (within the department),
add comments, and sign-off on the transaction. The user is required to print the CSU GL
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Memo Statement and attach the statement to the Visa Packet for submission. The CSU GL
Memo Statement is a PDF report that provides details of the transaction and any comments
added while reconciling the transaction. See section 14.4.4.3 below for instructions on
printing the CSU GL Memo Statement.

Each cardholder has a credit limit associated with the Purchasing Card. As each transaction
is processed, that credit limit is reduced by the transactions made within the current billing
cycle. By the last business day of the month, the cardholder will reconcile the transactions
in Works for the current billing cycle. The billing cycle runs from the 16" of the previous
month to the 15" of the current month. After the card holder has reconciled and approved
the transactions, the transactions then become available for the institutional level
reconciliation by the P-Card Administrator. The P-Card Administrator should complete the
institutional level reconciliation within 10 to 15 days after all transactions are reconciled
by the cardholder in Works. Credit limits are restored at the beginning of eachnew billing
cycle.

The reconciled and approved transactions become the basis for an electronically generated
journal entry into the institution’s accounting system to charge the department for the items
purchased.

Cardholder Reconciliation

At the end of the statement period (15" of the month), a monthly central bill of all campus
purchasing card activity is sent to the Purchasing Card Administrator. Individual
cardholders will receive a monthly Visa statement. Using the monthly Visa statement, the
cardholders will perform the following steps:

e Compare the Visa statement with the corresponding receipts retained by the
department, verify all items as being received, and print and complete the Visa
Approval Form

e Attach the receipts to the statement and forward it to the Dean, Department Head,
Director or Vice President for review, approval and signature of accountability on
the manager signature line. Note that a pattern of missing receipts may result in
revocation of the purchasing card

e Forward the signed original Visa statement (including approvals) with the Visa
approval form, CSU GL Memo Statement, the original receipts (itemized by
description and price), and any disputed items to CSU Procurement Services
Department by the 5" of the month following the statement date. If a receipt is
missing, complete a Missing Receipt form, found at
http://www.clayton.edu/procurement/pcardforms, and attach to the Visa packet

[ ]
The CSU Procurement Services Department reviews all receipts for compliance, and
expects to see a business purpose listed on the CSU GL Memo Statement for each
transaction reconciled. The electronic transactions from “Works” are also reconciled to
the memo statements/receipts.
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Scheduled Reports

Printing the CSU GL Memo Statement
The GL Memo Statement may be printed using the Works Payment Manager System by
following the instructions below:

HOW TO PRINT THE GL MEMO STATEMENT FROM WORKS

REPORTS
= Reports
=>» Spend Reports
=> Report Template
=> Click on: Choose from all available templates (see screen below illustration on
next page)

Choose: CSU GL Memo Stmnt, owner: Marcia Jones, description: monthly Works report
=» Click: Finish
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**|f you are running the report for another cardholder, then:
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—| Choose Report Templ:
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Report template: CSU GL Memo Stmint
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O Reports Monthly Works report
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Change Template
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Request Reports
—| Choose the Export
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Export as: [v|PDF [ |Excel [ | Delimited Text
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Completed Reports

Bookmarks —‘ Add General and Calumn Filters }

Dashboard

Cardholder: | [E] Employes...| selected employes(s)
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Purchase
[] reimbursement
Payment
Post Date: x| F]D==..| 12/16/2009 - 01/15/2010

Message: |

Submit Repart

Done & Internet

a4

H100% -

=» Cardholder: click on employee, search/select the cardholder

=>» Post Date: make sure the right cycle dates are posted

=>» Submit Report- located in the bottom right corner

=>» The results will appear as indicated in the illustration on the next page

REPORT QUEUED
=>» Download PDF
=>» Open Document
=> Print and attach to your VISA Packet
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14.3.5 Exception Handling

The cardholder and the Dean, Director or Department Head is responsible for resolving
disputes with the vendor over pricing, shortages, damaged merchandise, etc. Bank of
America and the P-card Administrator must be notified concerning a fraudulent charge on
the bank statement or an unresolved dispute with the vendor concerning a credit for items
that were found defective or faulty. The dispute must be filed no later than 60 days after
the appearance of the item on the bank statement.

14.4 Purchasing via Requisitions and Purchase
Orders

14.4.1 Purchase Requisition (Purchase Request) for Normal
Procurement

A Purchase Requisition is required for the purchase of supplies, contracted services, and
equipment when the purchase cannot be made within other available procedures, such as
travel request, petty cash, check request, or purchasing card. A Purchase Request is made
by (1) completing a Purchase Requisition form, including support documentation (ex.
specifications, competitive pricing, and recommended vendor(s)) and (2) routing the
Purchase Requisition form to the Procurement Services Department. The Procurement
Services Department, upon approval of available funding, will issue a purchase order to
the selected vendor.

Instructions for completing the Purchase Requisition form may be found at
http://www.clayton.edu/procurement/purchaserequisitionforminstructions.

14.4.2 Purchase Requisition (Purchase Request)
Instructions for Sole Source Vendor

There are circumstances where only one provider has the unique combination of product,
experience, and/or qualifications to perform the task.

In addition to the normal requisition for services that is submitted to start the procurement
process, a justification must be provided for dealing directly with one vendor for the
procurement. The justification must include:
Scope of Work: Provide the information to establish the context of the sole source
(e.g., item’s or service function, where and how the item or service is to be used,
operational environment, previous experience or history, etc.). Use layman’s terms
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to identify any efforts made to locate other possible sources such as review of

Thomas Register, Industry Organizations, Internet searches, Consultants, RFI’s,

Buyers Laboratory, Advertisements in Industry Publications, contact with Buyer,

etc.

Exclusive Capability: Describe the proposed supplier’s unique capabilities and

explain why this is the only source available. Provide specifics. Following are

examples in which Sole Source could be acceptable:

e Only the proposed source can furnish the services because of its previous
university experience, having an alternative source duplicating these
capabilities would result in excessive cost to the university. (Excessive cost
must be quantified).

e Only one supplier can satisfy the technical requirements because of unique
technical competence or expertise. (Technical requirements must be valid and
verifiable.)

e The item does not satisfy the requirements for Sole Source, but the use of any
other manufacturer’s product would result in excessive cost to the university.
(Excessive cost must be quantified).

e Only one source possesses patents or exclusive rights to furnish the
item/service. For example, the product is only available from the manufacturer,
software developer, etc. Or only one supplier has the ability to furnish the item
or service.

e Other extenuating circumstances or considerations include, as applicable,
adverse impacts on the university for not using the proposed source, and other
considerations not previously stated.

Proposed Source: Provide the name, address, and telephone number of the

proposed vendor (service) or manufacturer (item).

CSU Departments that need to prepare a Sole Source Justification should contact the CSU
Procurement Services Department for assistance in utilizing the proper format and content
for the justification. The final determination of acceptability of use of the Sole Source
Justification is made by the Purchasing Officer. Such procurements must be posted on the
DOAS registry if $25,000 or more to make potential vendors aware of the need.

14.4.3 Purchase Requisition for Sole Brand Procurement

There are circumstances where only one brand is considered acceptable. This may be to
match existing stock or clothing, because only one manufacturer provides the goods or
services, or other reasons.

In addition to the normal requisition for services that is submitted to start the procurement
process, a justification must be provided for procuring a Sole Brand. The justification must
include:
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Proposed Source: Provide the name and telephone number of the supplier(service)
or manufacturer (item).

Scope of Work: Provide the information to establish the context of the sole brand
(e.g., item’s or service function. Information on where and how the item or service
IS to be used, operational environment, previous experience or history, etc.) will
also be needed. Use layman’s terms to identify any efforts made to locate other
possible sources such as review of Thomas Register, Industry Organizations,
Internet searches, Consultants, RFI’s, Buyers Laboratory, Advertisements in
Industry Publications, contact with Buyer, etc.

Sole Brand Justification: Some requirements may need to be provided by a certain
manufacturer (for example: “to match existing uniforms”). Use this block to explain
why only a particular style, type or manufacturer is acceptable. A requestfor “Sole
Brand” does not automatically eliminate bidding requirements, as the itemmay be
available from more than one vendor.

CSU Departments that need to prepare a Sole Brand Justification should contact the CSU
Procurement Services Department for assistance in utilizing the proper format and content
for the justification. The final determination of acceptability of use of the Sole Brand
Justification is made by the Purchasing Officer.

14.4.4 Exemption from Competitive Bid Process for
Professional Services

Professionals that are listed in the Official Code of Georgia §14-7-2 can be hired non-
competitively to do work in the certified field for which they are specifically licensed. If
the professional is not listed in OCGA 814-7-2, then the procurement of services must be
competitively bid or a justification made for the use of sole source procurement. DOAS
has further specific services that are exempt from the competitive bid process also. The
classification of “Consultants” has been exempted from the competitive bid process by
DOAS.

14.4.5 Public Works Contracts

Public Works Contracts are subject to policies of the Board of Regents. They are generally
funded through the Georgia State Finance and Investment Commission (GSFIC) or by State
Appropriations for capital facility repair and rehabilitation. Contract preparation and
approval for Public Works Contracts is not within the scope of this section. Public Works
Contracts are managed by the Facilities Office of Planning, Design, and Construction
Services.
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14.5 Vendor Security and Immigration Compliance
(E-Verify) 14.5.1

July 2013, the State of Georgia implemented a new requirement for the procurement of
labor and services by Governmental Entities.

Clayton State University Employees wishing to enter into a “contract” for the physical
performance of services that exceeds $2,499.99 will need to verify the Contractor’s
immigration status BEFORE the contract is signed and work begins.

This means before we issue certain POs, receive bids or quotes, or start contract
negotiations-Procurement Services and/or Contract Administration must obtain the
notarized Contract Affidavit from the contractor/vendor.

The modified contract review policy and checklist, new FAQs, updated forms and other
documents are available on the CSU Contract Administration’s website.

Please click on the link for additional information and forms listed below:

http://www.clayton.edu/contract-administration
E-Verify and Senate Bill 160

Affidavits

Affidavit Exemptions

Attorney General’s (AG) Letter

FAQs

14.6 Group Meals and Food Purchases
14.6.1 Employee Group Meals at CSU

Under certain infrequent circumstances, employees may be required to remain at the work
site during mealtime. Such circumstances include emergency situations, and intra-
departmental meetings or training sessions, where the meeting or training session continues
during the meal and the employees are not permitted to leave the premises of the meeting
site.

Under these and similar circumstances, the university may purchase meals for the affected
employees. Purchase of such meals must be approved by a higher-level approving authority
of the university prior to the date of the event (for non-emergency situations).
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Such expenditures are limited to the purchase of meals only; this does not include snacks.
Meal limits as outlined in travel regulations must be followed.

For meals provided during emergency situations, the approval process must be initiated as
soon as possible after the emergency situation is resolved, along with adequate
documentation of the emergency situation.

Note that this policy does not allow the purchase of meals for a “lunch meeting”, in which
the meal and the meeting are one and the same.

The Board of Regents Policy on Group Meals requires the unit providing the group meals
to meet the following standards:
e Group meals should be held only to facilitate the effective and efficient operations
of the departments involved
e Group meals should only be provided in those instances where the meeting lasts for
at least four (4) hours
e Group meals held at the start and/or finish of a meeting are not eligible for payment
under this policy
e Purchase of group meals should be approved by the head of the organization, or
his/her designee, prior to the date of the event (for non-emergency situations)
e Authorized group meal expenditures are limited to the purchase of meals only and
do not include snacks
e Meal limits outlined in Board of Regents Business Procedures manual Section 4.4
(Per Diem Allowance for Meals) must be followed (but set-up and delivery costs
associated with the group meal are not part of this limit)
e Group meals for a “lunch meeting” in which the meal and the meeting are one and
the same, are prohibited for payment under this policy

The approval request should include:

1. The purpose of the meeting or event;

2. A formal written agenda including session times;

3. A list of attendees with their associated departments/entities; and
4. The expected cost of the meal per person.

To obtain reimbursement for the meal costs, an employee reimbursement through
PeopleSoft (financial systems software) should be sent to Accounting Services requesting
reimbursement. Along with the reimbursement request, all of the documents that were a
part of the prior approval package must be submitted. The submitted documents must
contain the signed prior approval

These meals should be charged to the 727710 account, “Other Operating Expenses —
Special Group Meals.” This account will be subject to special audit scrutiny to ensure that
such expenditures are infrequent, rather than routine.
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Additional information about Group Meals may be found in the Board of Regents Business
Procedures Manual, section 19.7 “Employee Group Meals” at
http://www.usg.edu/business_procedures_manual/section19/C1563.

14.6.2 Employee Group Meals Involving Multiple
Institutions

There are situations where groups of university system officials representing functional
areas may be required to meet. These events are often sponsored by one institution of the
University System, and are supported through the use of registration fees charged to
participants. The policies and rules regarding these group meals involving multiple
institutions are covered in Section 19.7.2 of the Board of Regents Business Procedures
Manual, and can be found at:
http://www.usg.edu/business_procedures_manual/section19/C1563.

14.6.3 Purchase of Food Using Institutional Funds

The purpose of this section is to clarify those instances when food may be purchased for
funds. This policy originates in the Board of Regents Business Procedures Manual, referred
to in this section as BPM. This policy addresses instances when food may be purchased or
food expenses may be reimbursed that are not otherwise addressed in BPM Sections 4.0
and 19.7. Section 4 covers per diem limits on meals, and section 19.7 coversemployee
group meals. The BPM may be found at:
http://www.usg.edu/business_procedures_manual/.

Food includes meals, beverages, snacks, etc., but specifically excludes alcohol as an
allowable food expense. The purchase of food for resale in connection with the auxiliary
operations of an institution is allowable, and is not addressed in this policy.

An individual may be subject to different rules depending on the capacity in which they
are participating in an event. For example, volunteers might include employees or students
if the individual is operating in a capacity separate from their employee or student role. An
employee or volunteer attending a student event in the capacity of a student would be
considered a student. A student worker participating in an event while being paid would be
considered an employee.

Note: Employees working additional hours in their own area, using work time to provide
volunteer service, or otherwise participating in activities expected of employees, are not
volunteers for the purposes of this policy.

Institutional funds include all funds to which an institution holds title, such as student fees,
auxiliary revenues, state appropriated funds, etc. Purchases of food using institutional
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funds should still be recorded using the proper account as designated in BPM Section 2.0
and should be made using the appropriate fund source as outlined below. This policy does
not address use of affiliated organization funds to provide food to employees, students, or
volunteers. Also note that this policy does not address any potential tax implications
associated with the purchase and consumption of food for individuals.

The chart on the following pages outlines the funding sources that may be used when
making food purchases and provides some broad examples of allowable purchases.

Note: This chart is intended to provide guidance on allowable food purchases. This chart
should be used in conjunction with the relevant BPM sections referenced. Please note,
however, that the method of payment via P-Cards is only allowable as described in BPM
Section 3.3.1, item 5.

The funding source should generally be matched to the supported program and participants.
For example, student activity fees might be used to purchase water for a volunteer event
sponsored by a student group. In this instance, students, volunteers, and employees would
presumably consume the water. However, student activity fees should not be used to
purchase water for employees conducting outside activities as part of their normal job, e.g.,
groundskeepers. Please refer to BPM Section 2.0 for more information on the appropriate
uses of various fund sources.

Activity Allowable Potential Funding | Notes
Participants Source(s)
Sanctioned Student | « Students | « Agency Funds
Events (excluding | ° Volunteers | « Auxiliary Funds
athletic events) « Employees whose | « Endowment funds
participation is | where authorized by | « See BPM Sections
required fund agreement | 19.8.1, 19.8.2, and
* Grants or Contract | 19.8.3
Funds as authorized | « Per diem limits
by fund provider | apply
« Student Activity
Fees
. Students | | Agency  Funds « See BPM Sections
- Potential students & | . , (DY) "o 11981, 19.82, and
Athletic Events & | parents/guardians Y1083
" Funds : -
Recruiting . Volunteers « Per diem limits
» Endowment funds
* Employees whose . apply
Y .~ | where authorized by . :
participation is » Applicable athletic
. fund agreement
required .| conference rules
+ Student Athletic
shall also be
Fees
followed
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» Sales & Service
Revenue

) Students | | State appropriated
Classroom & | « Employees whose .
Academic Programs | participation is funds fo_r use onlyin .
required for crt_eo_llt courses » See BPM Sections
e Tuition & Fee|19.8.1and 19.8.2
Revenue
. Students

Student Recruiting
Events

* Potential students &
parents/guardians

. Volunteers
« Employees whose
participation is
required

« Agency Funds
» Auxiliary Funds
« Student Activity
Fees

» See BPM Sections
19.8.1, 19.8.2, and
19.8.3

e Per diem

apply

limits

(Chart is continued on the next page)

Business and Operations Policy and Procedures Manual

Feb 2022




193

funds

Activity Allowable Potential Funding | Notes
Participants Source(s)
Volunteer Events . Students | All funds excent | See BPM Sections
. Volunteers CEPt1 1982 and 19.83
state  appropriated . o
» Employees whose . « Per diem limits
Y .~ | funds and tuition
participation is apply
. revenue
required . » Volunteer events
. Recognized .
“ A with sole purpose of
executive -
. recognition or
program tuition -
appreciation for past
revenue may be .
services may not be
used to purchase . .
paid using any fund
food for volunteer
events source except for
Foundation funds
. Students | « Auxiliary funds | « See BPM Section
. Volunteers | « Sales and service | 19.8.3
» Employees at risk | revenue * Expenses should be
Safety Products due to environmental | « State appropriated | paid using  the
orworkplace funds departmental budget
conditions + Student Activity | of the assigned
Fees employees
e Tuition & Fee
Revenue
. Students « See BPM Section
Educational or |« Volunteers - 19.8.3
) . + Auxiliary funds .
Business Meetings | « Employees whose . « Meeting must
o .| » Sales and service .
participation is consist of
: revenue .
required . predominantly non-
« State appropriated
employees

« Per diem limits
apply

Employees with responsibility for administering institutional funds and employees
requesting reimbursement from institutional funds should ensure that funds are spent only
for legitimate public purposes and not for the personal benefit of the employee or other
individuals. The misuse of institutional funds may result in both employment termination
and various civil and criminal penalties.

Note: Multiple payment methods may be used to make food purchases, to include
requisition requests, check requests, petty cash, and purchase orders, insofar as these
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payment methods are not specifically prohibited elsewhere in BOR policy or procedures.
A purchasing card may only be used for BPM Section 19.8 purchases as outlined in BPM
Section 3.3.1, item 5.

Food for Students

Students include individuals enrolled to take classes at an institution, including students
enrolled in Continuing Education, and individuals being recruited as potential students.

Institutional funds may be used to purchase food for students at sanctioned student events.
Sanctioned student events include events and travel sponsored by recognized student
groups, athletic team events, and other campus events open to the general student body and
designed to further the development and education of students. Additionally, food may be
purchased for a class in those instances where food is an integral part of the instructional
methodology. For example, food could be purchased for students in a food appreciation or
cooking class offered by a Continuing Education unit. While not necessarily in a travel
status, the per diem limits in BPM Section 4.4 should apply to food purchased for
consumption by students participating in sanctioned student events.

Potential students and their guardians may be provided food at an event designed to
encourage the student to attend the institution. Food for athletic recruits may be purchased
subject to the rules and regulations of the athletic conference of which the institution is a
member.

Food for Employees

Employees include temporary, part-time, and full-time staff, faculty, administrators,
Resident Assistants (RAS), student assistants, and other student workers.

Employees in a travel status are subject to the employee travel regulations as contained in
BPM Sections 4.0. Employees in a group meal status are subject to the guidance contained
in BPM Section 19.7. However, there are instances not addressed in BPM Sections 4.0 and
19.7 when food may be purchased for employees or employees may be reimbursed for food
purchased. Those instances shall be addressed using the following general categories:
Safety, and Academic Programs, Student Events, and Educational or Business Meetings
Involving Predominantly Non-Employees.

1. Safety. Water or other hydration products may be purchased insofar as these
products are required by OSHA or are necessary to prevent serious harm to an
employee.

2. Academic Programs, Student Events, and Educational or Business Meetings
Involving Predominantly Non-Employees. When conducting a program, event or
meeting involving predominantly non-employees (of any institution of the Board
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of Regents) where attendance by the employee is essential and in furtherance of an
official institutional program, and the meal is an integral part of the meeting, an
employee can partake in the meal and be reimbursed for his or her actual meal cost
up to the per diem limits established in BPM Section 4.4. An employee may not be
paid a reimbursement unless the employee actually incurs a cost.

Clarifications of specific instances of allowable reimbursement include:

1. Athletic recruiting. An employee may be reimbursed for food purchased at a
meeting whose primary purpose is the recruitment of an individual to attend the
institution. The employee’s participation in this meeting should be required as part
of his or her job performance, and the institution should strictly control the numbers
of individuals who may receive reimbursement for food purchased at a given
recruitment meeting.

2. A prior/existing contractual or grant arrangement, which must be quid pro
guo, not gratuitous. For example, an external organization may award funds to the
institution with the specific proviso that these funds may be used for employee food
expenses as it relates to grant activities or meetings. In this instance, food could be
purchased within the grant guidelines.

However, federal grant funds should NOT be used to purchase food for employees
unless the federal grantor agency, in writing, authorizes this expenditure and
certifies that this waiver is not a violation of applicable federal regulations.

Business purpose should be clearly indicated on any invoices submitted for payment.
Additionally, the per diem limits of BPM Section 4.4 apply to food purchased for
consumption by employees participating in a program, event, or meeting or otherwise
reimbursed to the employee by the institution.

Per Diem limits apply only to food purchased with institutional funds. Food purchased by
outside organizations does not fall under the scope of this policy. However, employees
must comply with the provisions of Section 8.2.13 of the BOR Policy Manual as it pertains
to receiving gifts.

Food for Volunteers

Volunteers include individuals that provide benefits to the institution (serving on an
advisory board, student mentors, etc.) without receiving compensation.

Institutional funds may be used to purchase food for volunteers in those instances where a
quid pro quo relationship exists. For example, an academic unit might form a volunteer
advisory board for the purpose of obtaining advice, support, and expertise from members
of the community as it relates to an academic program. It would be allowable to provide
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food to those volunteers as part of the advisory board meeting. However, food purchased
solely in connection with volunteer appreciation or volunteer recognition events would not
be allowable under this policy. While not necessarily in a travel status, the per diem limits
in BPM Section 4.4 should apply to food purchased for volunteers.

Documentation Requirements and Enforcement of Per Diem Limits at Group Events
Nothing in this policy shall be construed as requiring an institution to provide food to
employees for events or to reimburse employees for participation in events. Institutions
should establish the appropriate procedures to ensure that funds for employee food are not
spent without the appropriate supervisory review and approval.

Appropriate procedures shall include adequate documentation associated with the event
and/or purchase. For example, food purchased for a group event should include a flyer,
email, agenda, or other documentation substantiating that the event was an official event.
Food purchased at a restaurant or on a per person basis should include a list of participants.

In the event that an employee expends funds in excess of the authorized per diem contained
in BPM Section 4.4, then the amount spent in excess should be reimbursed by the employee
making that expenditure.

While the per diem limits also apply to group events where food is purchased on a group
basis (pizza parties, etc.), institutions are not required to document the actual numbers or
names of participants. However, institutions should require employees expending
institutional funds for those events to certify that the appropriate per diem limits were
followed.

14.7 Complex Purchases via Competitive Bid
Process

The University must comply with DOAS rules and guidelines. There are times when the
normal procurement processes discussed previously in this section cannot provide the
desired results. These types of purchases may involve obtaining quotations or proposals
from vendors to deliver goods and/or services over a period of time where the university is
seeking the best possible combination of price and value. These procurements are used to
establish a contract from which periodic purchases may be accomplished. These complex
purchases must be coordinated between the requesting department, the Procurement
Services Department, and the Department of Administrative Services, State of Georgia.
The Procurement Services Department will provide guidance in developing the required
forms and documentation for the process.

14.7.1 Request for Quotation (RFQ)
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Typically used for purchasing standard products and services, the RFQ process considers
price to obtain the best overall value for state government. DOAS provides technical
guidance in defining contract specification, performance requirements, and evaluation
criteria to assist state entities (the university) in effectively managing contracts after they
are awarded.

14.7.2 Request for Proposal (RFP)

Typically used for purchasing complex services, the RFP process considers both quality
and price to obtain the best overall value for state government. DOAS provides technical
guidance in defining contract performance requirements and evaluation criteria to assist
state entities (the university) in effectively managing contracts after they are awarded.

14.7.3 Request for Qualified Contractors (RFQC)

The Request for Qualified Contractors (RFQC) is a two-step method used by DOAS. The
RFQC is used to prequalify suppliers who meet a minimum standard of quality,
certification, tolerances, or requirements. The resulting prequalified suppliers are then
asked to participate in a Request for Quotation (RFQ) or Request for Proposal (RFP). The
RFQC is not used to award a contract, but is only used to prequalify the suppliers to
participate in another event (RFQ or RFP). The second event (RFQ or RFP) is used to
select a supplier for award.

To be able to participate in the RFQC, suppliers must be registered on Team Georgia
Marketplace, maintained by DOAS. Team Georgia Marketplace is a web-based system
containing a database with the list of all the suppliers registered to conduct business with
the state of Georgia.

14.7.4 Request for Information (RFI)

The Request for Information (RFI) is a method used by procurement to gain information
for goods and/or services for a future solicitation. With an RFI, participating suppliers
respond to specific questions and submit them for review. However, the response does not
include pricing information. There is no award with an RFI. The state can use responses to
an RFI to develop a Request for Proposal (RFP), Request for Quotation (RFQ), or a
Request for Qualified Contractors (RFQC).

14.8 Procurement/Management of Wireless
Communications
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14.8.1 Background and Policy

Clayton State University, as a unit of the University System of Georgia, is charged with
the efficient use of all of its resources. Among other requirements, the Office of Planning
and Budget of the State of Georgia, via their Policy Memorandum No. 4 (Revision 8) has
directed that each state agency (including University System Institutions) manage and
minimize the costs of using telecommunications equipment and services. Each agency
(institution) is required to develop a telecommunications policy to control and minimize
telecommunications costs. The complete list of areas to be managed under the directive of
OPB Memorandum No. 4 may be reviewed at
http://www.clayton.edu/procurement/wirelesscommunications.

This section will cover wireless communications management. The management of the
other areas of telecommunications are the responsibility of the Office of Information and
Technology.

Wireless communications management in this section refers to the use of wireless services
to make or receive wireless voice calls or data interactions on the public cellular telephone
networks. For the remainder of this section, the use of devices to make these calls or
interactions will be referred to as Wireless Communications Devices, and may be
referenced as WCD’s.

14.8.2 Acquisition and Use Policy

Specific university offices will assist as resources to determine the necessity for WCD
service and monitor usage.

o The cognizant Vice President, Dean, or Associate Provost shall determine if WCD
service is necessary for a faculty or staff member to perform his or her duties;

e The cognizant Vice President, Dean, or Associate Provost will specify authorized
and unauthorized uses of wireless or mobile devices (Use of 411, 511, 900, 976
numbers should only be used in emergency situations);

o Procurement Services will maintain the approval justification for each WCD device
and service issued or approved;

e Procurement Services will maintain an inventory of WCDs in shared pools and
individually-assigned, by type. The inventory of WCDs shall document:

Each individual device type

The Service Provider for such device

The number of the wireless device

The monthly service cost

The department number

The assignee (individual user or organization unit for shared/pool devices)

The justification for necessity

o O O O O O O
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o The authorized uses of the WCD

This inventory must be kept current and made available for inspection by authorized
offices or agencies;

o The Accounting Services Department will maintain procedures for ordering and
payment administration

o The Procurement Services Department must be notified of all changes to assigned
WCD/cellular telephones.

e The individual to whom a WCD/cellular telephone is assigned is responsible for
safeguarding the equipment and controlling its use. Employees are expected to
avoid the use of the equipment under any circumstances where such use might
create or appear to create a hazard.

14.8.3 Determining Need

A WCD service may be acquired for an employee where communications needs cannot be
met with other available alternatives such as a paging device, a radio, or standard telephone
equipment, and funding is available to support the acquisition. There are specific examples
of situations where employees may need a WCD. These examples are contained in the link
at http://www.clayton.edu/procurement/wirelesscommunications. There may be other
situations in which an employee may require the use of a WCD, and must be justified as
indicated below:

The Vice President, Dean, or Associate Provost will determine need and whether the device
should be issued full-time to an individual employee for exclusive use, or be maintained as
a part of a shared pool where the device can be used by several employees on an as needed
basis. The Vice President, Dean, or Associate Provost will not delegate this responsibility
to other personnel. An appropriate airtime package that meets these needs should be
selected from an approved contract
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14.8.4 Procurement of Wireless Equipment

The employee initiates a request for a WCD and/or service using the New/Upgrade Cell
Phone Request form. The New/Upgrade Cell Phone Request form may be found at
http://www.clayton.edu/procurement/procurementforms. The request is forwarded to the
department/division head and then to the appropriate Vice President, Dean, or Associate
Provost for approval. Once approved, a purchase request for WCD/cellular telephone
device and/or services should be submitted to the Procurement Office. Wireless devices
and services are available under statewide contracts with carriers as noted on the Georgia
Technology Authority website for wireless communication contracts. The statewide
contracts negotiated by Georgia Technology Authority may be viewed at
http://gta.georgia.gov/wireless-communications-devices-and-services.

14.8.5 Personal Usage of University Wireless Equipment

University approved WCDs are PRIMARILY for official business use. While incidental
personal use is reasonable in order to prevent the employee from carrying two devices, this
use should not result in additional charges to the university. If a situation arises that requires
extensive or extended use of the WCD for personal calls and/or data use, the staffmember
is to notify their Vice President, Dean, or Associate Provost and reimburse the university
for those calls that create additional charges. Reimbursement to the university under such
circumstances will be submitted to Procurement Services along with a copy ofthe phone
bill indicating the additional cost due to such circumstances. Procurement Services will
transmit the reimbursement to the Bursar’s Office with an appropriate deposittransmittal
form. A copy of this documentation should remain in the user department’s files.

If an employee assigned a WCD is terminated or resigns and a determination is made that
unauthorized charges have been placed on the WCD account, then the university shall bill
the former employee for the amount of the unauthorized charges. The department’s
Telephone Services Representative should have an invoice issued to the former employee
through the Accounts Receivable Department. If the former employee has not received
final payroll payment from the university, the amount of the invoice may be withheld from
the employee’s final paycheck.

14.8.6 Reserved

14.8.7 Monthly Billing/Verification for Wireless
Communication Devices

Monthly billing for each WCD is to be reviewed by the designated Procurement Services
Representative of the unit to ensure that the appropriate airtime bundle (minutes per month)
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has been selected and that no unauthorized additional charges were incurred (i.e. calls, text
messaging, downloads, etc.). If the WCD is used in an unauthorized manner, the Vice
President, Dean, or Associate Provost will take appropriate disciplinary actions including
revocation of the WCD and if required, collect the cost of unauthorized use from the
employee. Collection of the cost of unauthorized use is covered in section 14.9.5 above.

14.8.8 Termination of Wireless Communication Devices

If a WCD service is terminated due to any reason, the Procurement Services Department
must be notified promptly. The WCD should be turned in at the Procurement Services
Department when it is no longer utilized.

14.8.9 Annual Justification for Wireless Communication
Devices

The Vice President, Dean, or Associate Provost is required to annually review and approve
the continued use of wireless or mobile devices. This approval is part of an annual inventory
coordinated each year by Procurement Services. The justification for each WCDmust be
submitted on an Annual Cellular Phone Continued Use Authorization form. This form
may be found at http://www.clayton.edu/procurement/procurementforms.
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15.0 Travel

Introduction: Institutions of the University System of Georgia shall be guided by general
travel regulations developed by the State Accounting Officer in cooperation with the Office
of Planning and Budget, and as set forth in the Board of Regents Business Procedures
Manual. The travel policies and regulations of Clayton State University conform to the
regulations and procedures referenced above, and also incorporate more specific
procedures and limitations which apply to the employees of the university.

The processing and review of all travel approvals and reimbursements is managed by the
Clayton State University Accounting Services Department. The university utilizes
PeopleSoft Financials software for processing Travel Expense Reports discussed within
this section while obtaining prior approval to travel remains a manual process. Employees
not familiar with the use of this on-line software may obtain on-line training by referencing
the information available at

http://www.clayton.edu/accounting-services/expenses/travel/training

From the link above, select from the options of training Videos and the PSFIN V9.2
Training ModuleTopics in this section include:

o General Policies and Restrictions

Travel Regulations

Travel Procedures for Employees

Registration Fees and Associated Membership Fees

Travel Procedures for Non-CSU Employees, Student Employees, and Team/Group
Travel

Relocation Expenses Policy/Procedures

o Travel Scenarios

000D

O
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15.1 General Policies and Restrictions

Clayton State University reimburses travelers for reasonable and necessary expenses
incurred in connection with approved travel on behalf of the State.

A necessary expense is one for which there exists a clear business purpose and is within
the State’s expense policy limitations. A clear business purpose contains all information
necessary to substantiate the expenditure including a list of attendees, if appropriate, and
their purpose for attending, business topics discussed, or how the expenditure benefited the
university.

Establishing policies and procedures for travel expenses enables the university to
effectively comply with federal and state regulations. These policies and procedures apply
to reimbursements from all State fund sources.

These policies are intended to be guidelines for the reimbursement of all university
approved travel expenses. There are several key points to remember when incurring
expenses on behalf of the State:

e Under no circumstances should an individual approve his/her own expense report.
In most cases he/she should not approve the expense reports of a person to whom
he/she functionally or administratively reports The State Accounting Office does
grant a specific exemption for presidents of institutions. The exception is quoted
below:

Exception — Presidents of institutions under the umbrella of the University
System of Georgia or the Technical College System of Georgia are excluded
from the requirement that their expense report must be approved by their
immediate supervisor or higher administrative authority. However,
processes should still be in place for their expense reports to be reviewed
for appropriateness and reasonableness.

e A large number of exceptions or policy violations will increase the likelihood of
expense report audits.

e The State will not pay for personal expenses

15.2 Travel Regulations

In requiring employees to travel in the performance of their duties for which there exists a
clear business purpose, Clayton State University will reimburse those employees for
reasonable and necessary expenses that are incurred (and are within the university’s and
the state’s expense policy limitations) while traveling away from their official headquarters
and places of residence. In cooperation with regulations promulgated by the State

Business and Operations Policy and Procedures Manual Feb 2022



204

Accounting Officer, in cooperation with the Office of Planning and Budget, and the Board
of Regents, Clayton State University has adopted the following regulations regarding travel
of employees on official business of the University System. It is believed that these travel
regulations will protect the best interest of the employee and Clayton State University.
Teleconferencing instead of travel should be considered when possible.

The State Accounting Officer is responsible for establishing Statewide Travel Regulations
for all agencies, boards, and commissions of the state. Complete information about the
Statewide Travel Regulations is available from the State Accounting Office web site at

http://sao.qgeorgia.gov/state-travel-policy.

The Board of Regents has further defined the travel regulations for all units of the
University System of Georgia. These regulations are detailed in the USG Business
Procedures Manual, Section 15. The USG Business Procedures Manual is available at

http://www.usg.edu/business procedures manual/section4/.

15.2.1 Travel Authorization

Prior Approvals

Employees required to travel in the performance of their official duties and entitled to
reimbursement for expenses incurred shall have prior authorization from (1) their
immediate supervisor, and (2) other approvals as required by their department. A specific
authorization is required for those individuals who are required to make occasional trips.
Specific authorization shall be in such form as to indicate the itinerary, the estimated cost
of travel, the mode of transportation, the general purpose of travel, and the name/phone
number of a contact person in the requestor’s department to be used when the employee is
on travel status. International travel must be approved by a higher-level authority.

Employees should fill out the paper Travel Authorization form and acquire approval from
the department head or designated official PRIOR to the travel. The Travel Authorization
must be included with all expenses related to the travel request. Please do not submit travel
authorizations through the Expenses Module at this time. The Travel Authorization form
may be accessed at:

http://www.clayton.edu/accounting-services/expenses/travel/forms

and selecting Travel Authorization Form. The form is an excel spreadsheet and allows on-
line completion and printing of the completed form.
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Business Purpose Justification and Explanation Statements

In cases where a submitted expense does not conform to university policy, or if a receipt is
lost or missing, an explanation is required when submitting the expense with the Expense
module in PeopleSoft. The expense report in PeopleSoft has an available comment field
for explanations or documentation of business purpose justifications. Comments must be
provided in this field explaining why this exception to policy was necessary, or to describe
the missing documentation. The individual’s immediate supervisor or higher
administrative authority must approve these statements.

Standing Authorization to Travel Within the State of Georgia

In the case of individuals required to travel locally on a regular basis, approval may be in
the form of a standing authorization prepared on a fiscal year basis. Standing authorizations
are for mileage and parking expenses only. Standing authorizations are prepared and
maintained on file by the employee and the Academic Deans or Other Administrators. The
standing authorizations must be submitted with each expense report.

15.2.2 Subsistence (Meals and Lodging)

Claims and Allowable Costs

Reimbursement Claims

Reimbursement claims for subsistence (meals and lodging) are to be reported using
the on-line expense report (available in the PeopleSoft Employee Self Service
module) by date, location, and amount for each meal and lodging claimed. Meals
are reimbursed on a per diem basis, not on actual meal expense unless the actual
expense is less than the per diem rate. Below are the per diem rates. An individual
taking annual leave while away from headquarters on official business is not
entitled to subsistence for the period of the leave. With certain exceptions,
reimbursement for subsistence within a 50-mile radius of a person's home office or
residence is not allowable. Out-of-state travel expenses for meals and lodging will
be reimbursed up to the maximum as allowed by the Federal Per Diem Rates.

Limits on Meal Allowances

The official State of Georgia meal allowance schedule, published at:
http://sa0.georgia.gov/sites/sao.georgia.gov/files/imported/vgn/images/portal/cit
1210/11/62/174416160SOG_Meal Allowances 082011.pdf, sets the maximum
allowable reimbursement for meals for travel within the State of Georgia.

The federal per diem rates will be used to determine all out of state per diem. Meal
per diem rates are based on the city and county in which the employee is located at
that particular mealtime.
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Calculations in examples used for explanation later in this section are based upon
the maximum meal allowances set at the time of publication of this manual. When
these official meal allowances change, this manual may not have the examples
changed immediately. If that case occurs, the official meal allowances on the web
site referenced immediately above will be used in place of the limits in the examples.

The Meal Allowances provide different limits for standard in-state per diem rates
and for hi-cost area rates. At the time of publication of this manual, the high cost
areas were limited to limited to the following counties: Chatham, Cobb, DeKalb,
Fulton, Glynn, and Gwinnett counties. If these counties are changed on the official
web site referenced above, then the new list of counties will control what is
considered a high cost area, regardless of examples published below in this section.

Meals

Meals Associated with Overnight Travel

Employees traveling overnight may be paid a per diem amount designed to cover
the cost of three (3) meals per day for all days on travel status other than the day
of departure and the day of return.

Travelers are eligible for 75 percent (75%) of the total per diem rate on the first and
last day of travel. For example on the first day of travel an employee has meals that
consist of breakfast/lunch/dinner then the per diem allowance will be ($28.00 x
75%) = $21.00.

For trips involving multiple travel destinations, base the reduction on the per diem
rate in effect where the night was spent as follows:

e Departure Day: Where you spend the first night
e Return Day: Where you spend the night before returning to home base.

Meals Associated With Non-Overnight Travel

Employees on university business who travel more than 50 miles from their
Residence or Primary Work Station on a work assignment, and are away for more
than four (12) hours, may receive the total days per diem rate, even when there is
no overnight lodging. The per diem rate must be adjusted for any meals provided
to the employee.

Employees on official business attending luncheon or dinner meetings are entitled
to receive reimbursement for actual costs incurred, provided that:

e The purpose of the meeting is to discuss business and the nature of the
business is stated on the travel expense report
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e The luncheon or dinner meeting is planned in advance and includes persons
not employed by the university

e The meal is an integral part of the meeting

e The meal is served at the same establishment that hosts the meeting

Employees who are reimbursed for any of these circumstances are still expected to
remain within the authorized meal limits.

Each Dean or Vice President, or their designee, is to determine when an overnight
stay is justified.

Day of Departure and Return

Travelers are eligible for 75 percent of the total per diem rate on the first and last
day of travel and on single day trips where continuous travel is equal to or greater
than 12 hours. For example, if the per diem rate allows a $28 total reimbursement,
$21.00 [($28 x .75) = $21] would be allowable on a travel departure or return day.

For trips involving multiple travel destinations, base the reduction on the per diem
in effect for where the night was spent as follows:

o Departure Day: Where you spend the night.
« Return Day: Where you spent the night before returning to home base.

When meals are provided at no cost in conjunction with travel events on a travel
departure or return day, the full meals per diem reimbursement rate is reduced by
the full amount of the appropriate meals after the 75% proration. For example, if
the per diem allows a $28 total reimbursement, and lunch was provided at no cost
on a travel departure or return day, the total allowable reimbursement for that day
would be $14 [($28 x .75) - $7 lunch = $14)].

Meals Included in Registration Fees

If any meal is included as a part of the cost of a conference registration, etc., such
meal should not be considered eligible in the calculation of per diem and an
employee may not receive per diem for the normally eligible number of meals. For
example, if conference registration includes breakfast and lunch, the employee will
only receive per diem for the dinner meal. Because most conferences, etc.,
accommodate a variety of dietary needs/restrictions, employees are expected to
participate in such meals.
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In rare circumstances, an employee may be unable to participate in a conference
meal. In such a case, the employee may request the per diem amount associated
with the meal purchased. If requesting such reimbursement, a receipt documenting
the meal purchase must be attached to the travel expense statement, and a
justification for the meal purchase must be indicated on the statement.

Per Diem Allowance for Meals Associated with Overnight Travel Outside Georgia
Employees are considered traveling outside Georgia when their official
responsibilities must be performed at an out-of-state location.

Note: Employees who are working in Georgia but lodging in another state are not
traveling outside Georgia. Travel to points just beyond the state border necessary
for the accomplishment of in-state business shall not be construed as out-of-state
travel for the purpose of these regulations.

The federal per diem rates and meal amounts applicable to travel outside of Georgia
can be found at the following web sites:

o Federal per diem rates for locations within the continental United States:
http://www.gsa.gov/perdiem

o Breakdown by meal for federal per diem amounts: http://www.gsa.gov/mie

o Federal per diem rates for foreign travel:
http://aoprals.state.gov/web920/per_diem.asp

e Breakdown by meal for foreign per diem  amounts:
http://aoprals.state.gov/content.asp?content _id=114&menu_id=81

o Federal per diem rates for Alaska, Hawaii, and US territories and
possessions: http://www.defensetravel.dod.mil/site/perdiemCalc.cfm

* Note: Use of federal per diem rates for an out-of-state location not defined in the
PeopleSoft Financials software requires prior written approval by the institution.

Meals Not Associated with Overnight Travel

Employees traveling for their job who do not stay overnight may be reimbursed for
meal expenses under the following situations.

1. Employees acting as an official representative for their department may
receive per diem for meals that are an integral part of a scheduled, official
meeting. Per diem is only authorized, however, if the meeting is with
persons outside the employee’s department and if the meeting continues
during the meal. Employees are not authorized to receive this per diem if
they leave the premises of the meeting site.
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2. Employees may be reimbursed for noon meals that are part of a required
registration fee that is paid by the employee.

Note: Statewide Travel Regulations do not authorize employees to receive
a per diem-based reimbursement for meals purchased during a “lunch
meeting” in which the meal and the meeting are one and the same. The
registration fee serves as the basis for reimbursement, not the per diem
allowance.

3. Employees on state business who travel more than fifty (50) miles from
home or headquarters on a work assignment, and are away for more than
twelve (12) hours, may receive per diem for the noon meal, even when there
is no overnight lodging. In addition to the noon meal, employees who depart
prior to 6:30 a.m. are entitled to per diem for breakfast, and employees who
return later than 7:30 p.m. are entitled to per diem for dinner. Employees
must meet the eligibility requirements outlined above for per diem related
to the noon meal before per diem for breakfast and/or dinner will be
considered.

Employees who are reimbursed for any of these circumstances are still expected to
remain within the authorized meal limits.

Documentation Relating to Meals

Receipts for meals are not required, except when requesting reimbursement in lieu of a
meal provided within a conference registration fee due to dietary needs/restrictions. Times
of departure (for the day of departure) and return (for the day of return) should be noted on
the employee expense report to substantiate meals eligible for payment of per diem. All
meals included as a part of conference registration fees, etc., should be noted on the expense
report. Meal expenses incurred that exceed the authorized per diem amounts due to travel
in high cost areas or out-of-state should be itemized separately and explained on the
expense report, and are eligible for reimbursement as determined by the Accounting
Services Department.

Meal Expenses Incurred While Taking Leave
Employees who take annual leave while on travel status may not be reimbursed for
meal expenses incurred during the period of leave.

Employee Group Meals

Under certain infrequent circumstances, employees may be required to remain at
the work site during mealtime. Such circumstances include emergency situations,
but may also include intra-departmental meetings or training sessions where the
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meeting or training session extends beyond the meal times and the employees are
not permitted to leave the premises of the meeting site.

Under these and similar circumstances, organizations may purchase meals for the
affected employees. Purchase of such meals should be approved by a higher-level
approving authority prior to the date of the event (for non-emergency situations).
Such expenditures are limited to the purchase of meals and necessary beverages
only (this does not include snacks). Meal limits outlined in the Statewide Travel
and Expense Policy must be adhered to. Meal expenses associated with
meetings/training sessions must be documented with receipts and a copy of the
formal written agenda. In all instances, the employee for whom meals were
purchased must include a list of attendees with the request for payment.

These meals should be coded to expense type “Group Meals”. This account will
be subject to special audit scrutiny to ensure that such expenditures are infrequent,
rather than routine.

Non-Employee Group Meals

Meals may be provided to individuals who are not employed by the State under the
following circumstances (all criteria must be met):
« Such individuals are serving in an advisory capacity or providing pro
bono service to a State organization.
« A meal is required because the timing of the meeting/service is such to
allow for adequate travel time to the meeting site in the morning, and return
to residence in the afternoon, so as to avoid unnecessary travel expenses
(overnight stay) on the part of the participants.
« The meal is approved by a higher-level approving authority prior to the
date of the event. Such expenditures are limited to the purchase of meals
and necessary beverages only (does not include snacks). Meal limits
outlined in the State of Georgia Statewide Travel Policy must be adhered
to.

These meals should be charged to the expenditure account, “Group Meals”. A copy
of the meeting agenda or description of the service activity (with appropriate
approval) should be included as backup documentation and attached as a receipt
with the request for payment. Additionally, a general description and the total
number of people that will be attending the activity (e.g., advisory board members,
local government leaders, etc.) should be attached.

This account will be subject to special audit scrutiny to ensure that such
expenditures are infrequent, rather than routine. This Policy does not allow the
purchase of meals for a “lunch meeting” in which the meal and the meeting are one
in the same.
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Special Meals

Reimbursement designed for those occasions when, as a matter of extraordinary
courtesy or necessity, it is appropriate and in the best interest of the State to use
public funds for provision of a meal to a person who is not otherwise eligible for
such reimbursement and where reimbursement is not available from another source.
Requests should be within reason and may include tax and tips. Itemized receipts
are required.

Examples include:

e Visiting dignitaries or executive-level persons from other governmental
units, and persons providing identified gratuity services to the State. This
explicitly does not include normal visits, meetings, reviews, etc., by federal
or local representatives.

e Extraordinary situations are when State employees are required by their
supervisor to work more than a twelve-hour workday or six-hours on a non-
scheduled weekend (when such are not normal working hours to meet
crucial deadlines or to handle emergencies).

All special meals must have prior approval from the Vice President of Business &
Operations unless specific authority for approval has been delegated to a
department head for a period not to exceed one fiscal year.

Lodging

Regulations Governing Lodging Costs

Employees who travel more than 50 miles (and outside the county) from their home
office, residence, or headquarters may be reimbursed for lodging expenses
associated with approved overnight travel.

Employees will be reimbursed for the actual lodging expenses, provided the
expenses are reasonable. Employees who stay at a hotel/motel that is holding a
scheduled meeting or seminar may incur lodging expenses that exceed the rates
generally considered reasonable. The higher cost may be justified to avoid
excessive transportation costs between a lower cost hotel/motel and the location of
the meeting. When the conference does not have an official hotel, the traveler is
required to obtain a property within reasonable proximity to the conference.

It is expected that reservations will be made in advance whenever practical, that
minimum rate accommodations will be utilized, that "deluxe" hotels and motels
will be avoided, and that corporate/government rates will be obtained whenever
possible. Many hotels and motels grant commercial rates upon request to state
employees who show identification. These rates may be exceeded, but must be
justified. For example, if an employee stays at a higher cost hotel where a meeting
is held in order to avoid excessive transportation costs between a lower cost hotel

Business and Operations Policy and Procedures Manual Feb 2022



212

and the location of the meeting, or for the safety of the individual, then these costs
are justified.

Authorization for Lodging within the 50-Mile Radius

On occasions, the university is required to sponsor conferences, trade shows, and
other functions which require personnel to work at the event. Also on occasion, the
university may sponsor employee retreats that require groups of employees to be
present at an off-site location. In many cases, the employees involved in these
activities reside or work less than 50 miles from the scheduled meeting site. In
addition to mileage, affected employees may be reimbursed for meals and lodging
in accordance with the provisions of the Travel Regulations.

It should be noted that this provision only applies to conferences and other
institution sponsored events that occur. This provision does not authorize persons
to claim travel reimbursement for activities which are part of their normal
responsibilities. In addition, this provision would not apply for persons who are
required to attend evening meetings as part of their normal responsibilities.

Georgia’s “Green Hotels” Program

The Georgia Department of Natural Resources has developed a program to identify
and certify lodging properties that are taking significant steps to reduce their
demands on Georgia’s natural resources and to act as good corporate citizens. These
certified “Green Hotels” meet a stringent standard for environmental stewardship
and operational efficiency. By using less toxic cleaning and maintenance
chemicals, these hotels provide healthier conditions for guests and employees.

When traveling on state business and hosting meetings, state employees are
encouraged to explore opportunities to support these properties where cost-
competitive. The current list of certified properties is available at the following web
site:

http://www.greenseal.org/FindGreenSealProductsandServices/HotelsandL odging
Properties.aspx.

Georgia Excise Tax

Section 48-13-51 of the Official Code of Georgia Annotated exempts Georgia state
or local government officials or employees traveling on official business within the
State of Georgia from paying the county or municipal excise tax on lodging.
However, sales tax should continue to be charged since the payment of the hotel or
motel bill by employees is not considered to be payment directly by warrant on
state appropriated funds. This tax exemption should be explained at the time
reservations are made.
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Some difficulty may be encountered in communicating with the hotel or motel that
state employees are exempt from the excise tax. The Georgia Hotel/Motel Tax
Exemption form should be presented to the hotel or motel to provide
documentation that the identified employee is on official state business and
qualifies for exemption. The form can be printed from the Clayton State University-
Accounting Services web site. A link to the form is provided at:
http://www.clayton.edu/accounting-services/expenses/travel/forms. It should be
noted that the provisions of this exemption only apply to lodging expense incurred
while traveling on official business and that any personal lodging expense (even if
incurred at the same hotel or motel, before or after the official business-related
travel) would not qualify for the exemption.

If the hotel refuses to accept the tax-exempt form at check-in, the employee should
attempt to resolve the issue with the hotel management before checking out at the
end of their stay. If the matter is not resolved by the time the employee checks out,
the employee should pay the tax. Clayton State University will reimburse the
employee for the hotel/motel tax if the employee provides CSU with the following
information: employee name, date(s) of lodging, name, address, telephone number
of hotel, and documentation from the hotel/motel of their refusal to omit the excise
tax. The employee should explain the payment of the tax as an unusual expense on
their on-line expense report.

Shared Lodging

When employees on travel status share a room, reimbursement will be calculated,
if practical, on a prorated share of the total cost. When a state employee on travel
status is accompanied by someone who is not a state employee on travel status, the
employee is entitled to reimbursement at a single-room rate.

Lodging Expenses Incurred While Taking Leave
Employees who take annual leave while on travel status may not be reimbursed for
lodging expenses incurred during the period of leave.

Other Charges on Lodging Receipts
e Resortand Other Fees: Some hotels include a charge for “resort” or “other
fees”. These are not tax-exempt fees and should be reimbursed as aneligible
lodging expense.

e Internet Usage Charges: Employees may be reimbursed for work-related
Internet usage charges. These charges should be separately identified on the
itemized hotel/motel bill, but should not be listed on the travel expense
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statement as “lodging.” Rather, these charges should be treated as
miscellaneous expenses, included in the “voice/data communications”
section of the travel expense statement.

Required Documentation

Daily lodging expenses, including applicable taxes, must be itemized on the
employee travel expense statement. Employees requesting reimbursement for
lodging expenses are required to submit paid receipts with their expense statement.

In addition, any expenses that exceed the maximum reasonable rates established by
the respective institution should be explained on the travel statement. Individuals
responsible for approving travel expenses should review these explanations to
determine whether the higher costs are justified and allowable.

15.2.3 Transportation

The Georgia Legislature in its 2005 special session passed Senate Bill 1 EX, amending
OCGA 50-19-7 and tying the mileage reimbursement rate for use of a personal motor
vehicle to the rate established by the United States General Services Administration (GSA)
pursuant to the Federal Travel Regulations Amendment 2005-01 as of July 1, 2005, or
subsequently amended. These GSA rates are based on a determination of the most
advantageous form of travel. Advantageous use may be determined based on energy
conservation, total cost to the state (including costs of overtime, lost work time, and actual
transportation costs), total distance traveled, number of points visited, and number of
travelers. Documentation of the determination of “advantageous use” should be retained
for audit purposes.

The timing of the adoption of revised GSA rates is controlled by the State Accounting
Office and the Office of Planning and Budget (OPB). These two offices are responsible for
establishing and updating the Statewide Travel Regulations. This responsibility was
assigned to these organizations through House Bill 293 which was passed into law during
the 2005 legislative session.

Useful links:

General Services Administration: http://www.gsa.gov/pov

DOAS Vehicle Cost Comparison Tool: http://www.clayton.edu/accounting-
services/Expenses/Travel/Links
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Vehicle Transportation

Vehicle Use Regulations

A traveler will be authorized to choose between a university owned vehicle, a
personal vehicle and common carrier after careful analysis of the distance,
timeliness and overall costs of a trip. Reimbursement for the most economical mode
of transportation, consistent with the purpose of the travel, will be authorized.

A university employee is only authorized to use his or her personally owned vehicle
under one of the following circumstances:

e A university owned vehicle is not available and the personally owned
vehicle is the least expensive option or the total distance traveled is less than
100 miles.

e The supervisor determines, and documents in writing, that use of the least
expensive option is clearly not efficient. Travelers should obtain
supervisory authorization for use of a personally owned vehicle in advance
of such use.

While driving your personal vehicle on university business, the university provides
full liability coverage and personal immunity for the employee for damages and
injuries the employee may cause to others. The university does not provide
coverage for damages to your personal vehicle. Cost of repairs to a personal vehicle,
whether or not they result from the traveler’s acts, are not reimbursable.

Under no circumstance will the university reimburse parking fines or moving
violations.

Any reimbursement of mileage claims paid to an employee in excess of rates
stipulated in the Policy must be refunded to the university or characterized as
taxable compensation to the employee.

Use of University Owned Vehicles

When traveling more than 100 miles round trip, employees should first check the
availability of university owned vehicles as this is the preferred mode of
transportation. A Request for Clayton State University Vehicle Use form should
be completed with required approvals. The form may be found on the Facilities
Management web page at
http://www.clayton.edu/facilities/services/vehiclerequest. Access to the form
requires a userid and password. The userid and password are the same as which
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you use to log into the university email. There is no reimbursement associated with
this mode of travel, however, your department will be charged a per mile fee. Fuel
purchases for university owned vehicles must be made using the fuel card provided
with each vehicle. If a university owned vehicle is not available and the round-trip
mileage is greater than 100 miles, then a cost analysis should be made to determine
if use of a rental vehicle is more advantageous to the university than use of a
privately-owned auto.

Reimbursement for Use of Personally Owned Vehicle

Reimbursement for transportation expenses incurred when using personally owned
vehicles will be at the legally authorized rate per mile for the actual number of miles
traveled in the performance of official duties. As indicated above, the
reimbursement rate is tied to the rate established by the United States General
Services Administration. The following rates are in effect:

Tier 1 Rate. When it is determined that a personal motor vehicle is the most
advantageous form of travel, the employee will be reimbursed for business miles
traveled as follows:

Automobile $0.535 per mile
Motorcycle $0.505 per mile
Aircraft $1.15 per mile

Tier 2 Rate. If a government-owned (CSU owned or DOAS motor pool) vehicle is
available, and its use is determined to be most advantageous to the state, OR if it is
determined (through institution policy or otherwise) that a rental vehicle (Statewide
Rent-a Car contract) is the recommended method of travel, but a personal motor
vehicle is used, the employee will be reimbursed for business miles traveled at the
rate of $0.17 per mile.

Limitations and Requirements for the Use of Personal Vehicles

e For all mileage reimbursements over 100 miles round trip that are requesting
the Tier 1 rate, documentation that a university owned vehicle was not available
for the requested travel dates must be provided. Also documentation that a
rental vehicle was not the most cost-effective mode of transportation must be
provided.

e [fapersonal vehicle was used after determining a university owned vehicle was
available, or after determining a rental vehicle was the most advantageous to
the state, then reimbursement will be at the Tier 2 rate per mile.
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e If an employee elects to drive a personal vehicle without checking for the
availability of a university owned vehicle, then the employee will be reimbursed
at the Tier 2 rate per mile.

It should be noted that a change in the GSA rate does not automatically change the rate
for the State of Georgia. The State of Georgia rates are changed only upon notification
from the State Accounting Office/Office of Planning and Budget via the SAO web site.

The mileage reimbursement encompasses all expenses associated with the operation of
a personal motor vehicle, with the exception of tolls and parking expenses, which are
reimbursed separately. Normal commuting miles must be deducted when calculating
total mileage reimbursement.

Determination of Business Miles Traveled

Employees may be reimbursed for the mileage incurred from the point of departure to
the travel destination, less the normal miles traveled to work location each day. If an
employee departs from headquarters, mileage is calculated from headquarters to the
destination point. If an employee departs from his/her residence, mileage is calculated
from the residence to the destination point, with a reduction for normal commuting
miles. For the return trip, if an employee returns to headquarters, mileage is calculated
based on the distance to such headquarters. If an employee returns to his/her residence,
mileage is calculated based on the distance to the residence, with a reduction for normal
commuting miles. Employees whose normal business function requires the use of a
personal motor vehicle for travel from residence to multiple locations in a given day,
or when an employee’s “headquarters” differ from day to day should note on their
Request for Authorization to Travel where their headquarters is located. It should not
differ from one authorization to other authorizations.

Exceptions:

e If travel occurs on a weekend or holiday, mileage is calculated from the point
of departure with no reduction for normal commuting miles.

e |If an employee does not regularly travel to an office (headquarters) outside of
his/her residence (i.e., residence is “headquarters”), the requirement to deduct
normal commuting miles does not apply.

Note: This exception does not apply to those operating under the university’s

telework policy.

Employees may also be reimbursed for business miles traveled as follows:
* Miles traveled to pick up additional passengers

» Miles traveled to obtain meals for which employee is eligible for
reimbursement
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* Miles traveled to multiple work sites

Example 1: Employee’s normal commute is 15 miles one way. Employee is required
to travel to job site 40 miles from headquarters. Employee drives to headquarters, then
to remote site, then back to headquarters before returning home. Employee’s business
miles traveled are 80 miles.

Example 2: Employee’s normal commute is 15 miles one way. Employee is required
to travel to job site 18 miles from headquarters. Employee drives to headquarters, then
to remote site, then home, which is 19 miles from remote site. Employee’s business
miles traveled are 22 miles, as follows: from headquarters to remote site, 18 miles; from
remote site to residence, 19 miles minus 15 miles one-way normal commute.

Example 3: Employee’s normal commute is 15 miles one way. Employee leaves from
home to attend a conference 200 miles from the employee’s residence. At the
conclusion of the conference, the employee returns directly home. Employee’s business
miles traveled are 370 miles (400 actual miles traveled minus 30 round-trip commuting
miles).

Example 4: Employee’s normal commute is 15 miles one way. Employee leaves from
headquarters on Monday for a remote work site 150 miles from headquarters.
Employee acquires lodging 5 miles from remote work site. Employee returns to
headquarters on Friday. Employee’s business miles traveled are 340 miles, as follows:
from headquarters to remote site, 150 miles; from remote site to lodging on Monday, 5
miles; from lodging to remote site and back to lodging Tuesday — Thursday, 10 miles
each day (30 miles); from lodging to remote site on Friday, 5 miles; from remote site
back to headquarters, 150 miles.

Prohibited Mileage Reimbursement

Employees are not entitled to mileage reimbursement for travel between their place of
residence and their official headquarters, or for personal mileage incurred while on
travel status.

Recording Mileage Driven

Actual odometer readings are not required however a printout from MapQuest, Yahoo
Maps, or Rand McNally is required in order to provide sufficient documentation of the
distance traveled. Personal/Commuting mileage will be excluded in determining the
mileage for reimbursement. Claims exceeding mileage computed by the most direct
route from the point of departure to the destination (due to field visits, picking up
passengers, etc.) must be explained on the on-line expense report.
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Parking/Tolls

The authorized mileage rate is to include the normal expenses incurred in the operation
of a personal vehicle. In addition, parking and toll expenses will be paid for official
travel in a personal or state vehicle. Low-cost long-term parking or automobile storage
should be utilized. Receipts for parking and toll expenses should be provided when
possible. If receipts are not available, an explanation must be included in the on-line
expense report. Receipts are required for parking and toll expenses if the expense
exceeds $25.00.

Rental Vehicles

Use of commercially leased vehicles will be left to the discretion of the supervisor and
must be approved prior to departure. Commercially leased vehicles may be obtained
from the state contracted rental agency according to the conditions of the State Contract
issued by the State Purchasing Office of the Department of Administrative Services.
This contract can be accessed at the following internet address:

http://www.enterprise.com/car rental/deeplinkmap.do?bid=028&refld=FOXGALB.

Employees will be reimbursed for costs associated with official use of such vehicles.
Personal accident insurance on rental vehicles is not reimbursable. Employees who are
able to obtain lower rates through other companies should use the other companies to
rent vehicles. These lower rates should be documented with on-line comparisons.
Employees traveling on state business in a rented motor vehicle are covered by the
State’s liability policy; therefore, liability coverage should be declined when renting a
motor vehicle. Loss Damage Waiver/Collision Damage Waiver (LDW/CDW)
insurance is included in the statewide contract at no additional cost. If renting from a
company that is not on the state-wide contract, Loss Damage Waiver/Collision Damage
Waiver insurance may not be included. DOAS Risk Management Services may be
contacted if additional information is needed. Employees requiring the use of
commercially leased vehicles will be reimbursed for gasoline purchases associated with
the business use of such vehicle, provided appropriate receipts are included.

State of Georgia Policy on Additional Insurance

When to Purchase Additional Rental Car Insurance

Automotive Physical Liability  Insurance
Damage Insurance on Vehicle
GA Statewide Rental Car Contract NO NO

Vendors - All Locations

Non-Contract Rental Car Vendor All v

Locations ES NO

Business and Operations Policy and Procedures Manual Feb 2022


http://www.enterprise.com/car_rental/deeplinkmap.do?bid=028&refId=FOXGALB

220

Employees that elect to rent a motor vehicle (commercially leased vehicle) while
traveling outside the state of Georgia should identify the lowest available rates when
contracting for such a vehicle. Use of commercially leased vehicles will be left to the
discretion of the supervisor and must be approved prior to departure. Use of a rental
vehicle must be justified by cost comparison to alternate public and commercial
transportation, such as bus service, taxi service, airport van service, etc. This cost
comparison must be provided with the travel report.

Ride Share

Employees sharing a ride with another state employee using either a state or personal
vehicle, and not claiming reimbursement for mileage, should indicate in the automobile
record section of the on-line expense report the name of the person they rode with and
the dates of the trips.

Travelers with Physical and/or Medical Conditions

The impact of travelers with physical and/or medical conditions, while on university travel,
should be considered on a case-by-case basis. Compliance with the Americans with
Disabilities Act (ADA) is mandatory. Each department has the authority to provide
reasonable accommodations during university travel for employees with disabilities.

All university employees are to be afforded equal opportunity to perform travel for official
university business even if the travel costs for disabled travelers will exceed what would
normally be most economical to the university.

Commercial Air Transportation

Regulations Governing Use of Commercial Air Transportation

Employees should utilize commercial air transportation when it is more cost
effective and efficient to travel by air than by vehicle. Employees who require air
travel should obtain the lowest available airfare to the specified destination, which
may include the use of the internet or a travel agency. Below are a couple of sites
that provide airfare rates.

http://www.kayak.com/

http://www.priceline.com/flights/

http://www.expedia.com/
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Reimbursement will be made upon presentation of a ticket stub, receipt, or other
documentary evidence of expenditure along with the on-line expense report upon
completion of trip. According to law (1978 S.B. 73, Act 1369), officials or
employees traveling by commercial air carrier will not be reimbursed for that
portion of non-coach (first-class, business class) air fare which exceeds the cost of
the lowest fare for the flight on which such official or employee is traveling unless:

e space is not otherwise available;

e alicensed medical practitioner certifies that because of a person's mental or
physical condition specific air travel arrangements are required; or

e the Commissioner of Public Safety certifies that specific air travel
arrangements are necessary for security reasons.

Prior written approval by the Vice President for Business & Operations is
required on the above exceptions. For medical conditions, the Vice President
for Business & Operations must be provided with the necessary medical
certifications for any employee who requires special air travel arrangements due
to medical conditions. The certification should also specify the expected length
of time such conditions would have an impact on travel needs. These
certifications must be available for examination so that auditors can readily
determine who is subject to these special travel provisions.

Note: Employees who choose to travel by personal vehicle when air travel is more
cost-effective should only be reimbursed for the cost of the lowest available airfare
to the specified destination. Department budget managers are responsible for
determining lowest costs.

Travelers on university business may open and maintain frequent flyer/guest
accounts with airlines, car rental companies, and other travel suppliers. Any cost of
these memberships is the responsibility of the traveler and will not be reimbursed
by the university. Travelers may retain promotional items, including frequent flyer
miles, earned on official university travel. However, if an employee makes travel
arrangements that favor a preferred airline/supplier to receive promotional
items/points and this circumvents purchasing the most economical means of travel,
they are in violation of this policy.

Connecting flights should be chosen over nonstop flights when the connection does
not add more than two hours to travel time and the connection saves $200 or more.
Travelers are not required to take a lower fare if a change of airline at the connection
point is required.
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Baggage Charges

Most airlines are charging for checked luggage and for curbside check-in. In the
event there is a charge for checking the traveler’s first piece of luggage, the
university will reimburse for that charge. The university will not reimburse for
additional pieces of luggage unless an appropriate business explanation is provided.

Baggage charges incurred for excess weight will not be reimbursed, unless an
appropriate business purpose explanation is provided.

The university purchasing card may not be used to make payment for checked
luggage.

Upgrades to Non-Coach Travel

State officials or employees may, at any time, use personal frequent flyer miles or
similar programs to upgrade to non-coach travel. In addition, nothing in this policy
shall preclude a state official or employee from personally paying for an upgrade
to non-coach travel.

For purposes of conducting official state business, state officials or employees may
negotiate or arrange for upgrades to non-coach travel with individual commercial
carriers if (1) the flight is international and over five hours in duration, and (2) the
carrier agrees not to charge any additional cost to the state.

Indemnification Received Due to Travel Inconveniences Imposed by Airlines
Occasions may arise when airlines overbook, change, delay or cancel flights,
thereby imposing travel inconveniences on their passengers. In these instances,
airlines often offer the impacted passengers indemnification for these
inconveniences. Examples of indemnification that may be offered by an airline
include vouchers for meals or lodging, upgrades to non-coach travel, and credits
toward future flight costs. State employees are authorized to accept such
indemnification if the travel inconvenience was imposed by the airline and there is
no additional cost to the state.

Airline Cancellations

Penalties and charges resulting from the cancellation of airline reservations (or
other travel reservations) shall be the institution's obligation if the employee's travel
has been approved in advance and the cancellation or change is made at the
direction of and for the convenience of the institution. If the cancellation or change
is made for the personal benefit of the employee, it shall be the employee's
obligation to pay the penalties and charges. However, in the event of accidents,
serious illness, or death within the employee's immediate family, or other critical
circumstances beyond the control of the employee, the institution will be obligated
to pay the penalties and charges.
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Fees for Changes in Flights

Most airlines charge an additional fee for changes in flights. Employees should
make every effort to avoid changes, but if an additional fee is imposed for
rescheduling, this becomes part of the travel expense and is reimbursable. The
reason for the change must be documented. If the airline ticket is not used at all for
reasons beyond the control of the employee, the employee may be reimbursed (with
the approval of his/her supervisor), but this would not be considered a travel
expense. The reason for the ticket not being used must be documented.

Airline Departure and Return

When traveling by common carrier to conduct official state business, employees
traveling to their destination earlier than necessary and/or delaying their return to
avail the institution of reduced transportation rates may be reimbursed subsistence
for additional travel days if, in the opinion of the appropriate authority, the amount
saved in transportation costs due to the early and/or delayed travel is greater than
the amount expended in salary and additional subsistence. Prior written approval
by the Accounting Services Department is required.

Airline Reservations

Travel plans should be made as far in advance as possible, once travel dates have
been confirmed. To obtain discount rates, all flights should be booked at least 14
days inadvance. Flights booked with less than 14 days advanced purchase are more
costly and require a written explanation for the booking delay. The explanation
must be provided to the approver; who may deny charges that result from last
minute airline booking,

In order to avoid change fees and manage cash flow, travel should not be booked
more than 30 days in advance, when practical.

For International advanced booking, approval from the Vice President of the
division or in the case of a Vice President the President must approve booking the
flight in advance of 30 days.

Airline reservations can be handled by most travel agencies. Many travel agencies
now charge fees for issuing tickets. These fees, if reasonable, are part of the cost of
travel. Employees may, therefore, be reimbursed for such costs. Employees are
strongly encouraged to use the internet in order to avoid travel agency fees
whenever practical.

Employees should use electronic ticketing, when available, to avoid any surcharge
associated with hard-copy tickets.
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Travel agencies used for making travel arrangements should not be related (by
ownership) to the employee making, authorizing, or approving the arrangements.
The travel agencies should also not be related to the employee actually traveling. A
"related” party would include any members of the employee's family or any
organizations in which the employee or his/her family members have a financial
interest. The purpose for not using such travel agencies is to maintain the
institution's integrity in financial matters.

Fly America Act

Airline travel reimbursement on federal and federal pass-through sponsored
agreements is subject to the requirements found in the Fly America Act (49 U.S.C.
40118), which requires federal employees and others performing U.S. Government
financed travel to use U.S. flag carriers for all air travel funded by the United States
Government unless U.S. carriers are unavailable. This includes U.S. federal
government employees and their dependents, consultants, contractors, grantees,
and others.

Note: U.S. flag air carrier service is considered available even if:

« A foreign air carrier would be at less cost to the traveler or institution; or,
o Aforeign air carrier would be more convenient to the traveler.

Private Aircraft Transportation

The use of aircraft owned, rented or operated by a traveler on university business is strongly
discouraged. If it is determined that the use of this type of aircraft is advantageous (cost-
efficient and practical) to the university, written pre-approval should be obtained and an
explanation must be noted in the comments section of the Expense report. The approval
should be submitted with the traveler’s Expense report. In the comments section of the
Expense Report the employee should add the following comment: “traveled by private
aircraft; registration number Nxxxx, mileage calculated [state source here]. Examples are
Nxxxx, mileage calculated from US DOT website, or Nxxxx, mileage calculated from
official state of Georgia highway map.

Reimbursement for the use of a private aircraft is calculated per mile based on the current
reimbursement rate which can be found on the SAO website. This rate follows the
published GSA rate. For calculating mileage between airports, please visit the U.S.
Department of Transportation Inter-Airport Distance website. For trips not listed on the
website, a reasonable alternative should be used, eg., an official highway map. Airplane
nautical miles (NMs) should be converted into statute miles (SMs) or regular miles when
submitting a voucher using the formula ( LNM equals 1.15077945 SMs).
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If a traveler opts to use a personal aircraft when use of a commercial aircraft would be the
most economical and advantageous for the university, the traveler will be reimbursed up
to the value of the commercial airfare (lowest coach fare).

Miscellaneous Transportation

Travel by Railroad

Employees may be reimbursed for the actual cost of rail transportation, provided
the appropriate personnel authorized the travel expense in advance. Employees
traveling by rail are encouraged to obtain the lowest possible fare. There is no
statewide contract for transportation by rail.

Mass Transportation

Transportation by bus, taxi, or airport van will be reimbursed between the
individual's departure point and the common carrier's departure point; between the
common carrier's arrival point and the individual's lodging or meeting place; and
between the lodging and meeting places if at different locations. It is expected that
airport vans will be utilized when available, when arrival or departure is during
daylight hours, and when they are the lowest cost alternative. If the cost is less than
$25.00, receipts are not required for such items of transportation. A point-to-point
explanation is required for each such item reimbursed.

Required Documentation of Expenses

All travel by rented or public transportation must be recorded on the on-line
expense report. Employees requesting reimbursement must submit receipts for
travel by commercial air carrier or railroad and for the cost of rental vehicles
(including the cost of gasoline purchased). Although receipts are recommended,
employees are not required to submit receipts for travel by mass transportation, taxi,
or airport vans unless such costs exceed $25.00. However, a point-to-point
explanation is required for each item reimbursed. All transportation expenses
should be itemized within the on-line expense report.

15.2.4 Miscellaneous Expenses

Reimbursable expenses include but are not limited to the following:

» Business office expenses (copy services, postage, supplies) and business-related
phone calls, faxes and internet fees

« Conference/Registration fees

» Costs related to passports and travel visas when necessary to accomplish the official
business purpose of the trip

« Currency conversion fees

» Baggage handling services

« Laundry or cleaning expenses on trips lasting seven (7) days or more
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Registration Fees

Registration fees required for participation in workshops, seminars or conferences which
an employee is directed and/or authorized to attend will be allowed when supported by a
paid receipt or copy of a check showing payment. Any part of registration fees applicable
to meals will be reported as a meal expense and not as a registration fee, if the costs can be
separately identified. Registration fees may be prepaid. See Section 15.15.1 on Registration
Fees for additional instructions and payment options

Baggage Handling Services

Employees may be reimbursed for expenses associated with baggage handling services
(porterage) when an expense is actually incurred in moving luggage into or out of lodging
places, common carriers, and/or airports, and when such expense was necessary.
Employees should not be reimbursed for such expenses when they choose to use baggage
handling services as a convenience to the employee.

Most airlines are now charging for checked luggage and for curbside check-in. Baggage
charges incurred for excess weight will not be reimbursed, unless an appropriate business
purpose explanation is provided. In the event there is a charge for checking luggage, the
State will reimburse for a maximum of one (1) piece of checked luggage.

Telephone/Telegraph/Fax Expenses

Employees may be reimbursed for expenses incurred for work related telephone, telegraph,
and fax messages. Employees must document these claims using the on-line expense
report, and indicate the location from which each call was made, the person contacted, and
the reason for the communication. Personal calls made while on travel status are not
reimbursable.

Stationary/Supplies/Postage Expenses

Expenditures for stationery, supplies, stenographic, or duplicating services may be
reimbursed, provided the expense is directly associated with a work-related project and the
cost is reasonable. In addition, work related postage expenses may be reimbursed.
Employees requesting reimbursement for these expenses must document actual expenses
on the on-line expense report and explain the purpose for these expenses.

Visa/Passport Fees

When travel required by an employer necessitates the use of a passport and/or visa, and the
employee does not currently possess such valid document(s), the related visa/passport fee
is eligible for reimbursement when documented by a receipt.
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Internet Usage Charges

Employees may be reimbursed for work-related internet usage charges. These charges
should be separately identified on the itemized hotel/motel bill, but should not be listed on
the expense report as “lodging.” These charges should be included in the “All Other
Miscellaneous Expense” section of the on-line expense report.

Unallowable Expenses
The following expenses are not reimbursable unless specific legal authority has been
established:

o Airline, car, and card membership dues and club fees; travel upgrade fees (air, rail,
car)

e Alcoholic beverages

» Bank charges for ATM withdrawals, except on international travel

e Childcare costs

o Clothing or toiletry items

e Commuting between home and workplace

e Country Club dues

o Expenses related to vacation or personal days taken before, during or after a
business trip

» Haircuts and personal grooming
Laundry, cleaning, pressing costs for trips of less than seven days

o Loss Damage Insurance when State agency is available and another auto agency is
utilized

e Loss or theft of cash advance money or airline tickets

o Loss or theft of personal funds or property

o Lost baggage

o Luggage or briefcases

o Medical expenses while traveling

e Mini-bar charges

e Movies

» Rental Vehicle Maintenance (including car washes)

e TSA PreCheck Application Fee

» No-show/Cancellation fees or fees related to hotel late check-out (unless business
or weather related)

o Personal reading materials (magazines, newspapers, etc.)

e Personal vehicle maintenance

e Personal entertainment

o Personal Pet care

o Recreational expenses

e Saunas, massages

e Shoe Shines
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e Souvenirs or personal gifts

» Traffic citations (moving violations), parking tickets, court fees and other fines

» Travel accident insurance premiums

o Valet services for parking, when self-parking options are available, unless there are
valid security reasons

Restrictions Upon Combining Personal Travel with State Business Travel

For in-state and out-of-state trips that combine personal travel with state business travel,
reimbursement will not exceed the amount of what it would have cost the state if the
traveler did not combine personal travel with business travel. Combining State travel with
personal travel does not in and of itself provide justification for using a private vehicle
rather than a state-owned vehicle.

For out-of-state trips between points where scheduled airline service is available and where
travelers are combining official state travel with a holiday, weekend trip, vacation or other
personal travel, payment will be based on the cost of round-trip coach airfare and the meal
and lodging per diems to which personnel would have been entitled while traveling by air
or by the least expensive reasonable means of travel. The employee must provide a written
analysis with justification for the expenses to be reimbursed. The analysis should include
references to round-trip coach airfare with associated meal and lodging costs for the trip
without personal travel. This written analysis/justification must be approved by the
employee’s SUpervisor.

15.2.5 Reimbursement Procedures

Responsibility for Processing

Responsibility for appropriate audit, approval, and reimbursement of employee’s on-line
expense reports is vested in the Accounting Services Department. Each expense report
must be approved by the authorized department budget manager before the Human
Resources System will route the expense report to the Accounting Services Department.
CSU Accounting Services Department personnel will process completed and approved
expense reports in an expeditious manner.

Prior Approval Amount Limits

In cases where the prior approval denotes a pre-authorized amount, reimbursement will not
exceed this authorization unless specifically approved by the Department Budget manager.
Expense reports cannot be resubmitted at a later date or at year-end for additional
reimbursement.

Submission by Employee and Time Constraints

The expense report should be submitted online (using the PeopleSoft Employee Self
Service module) within 30 days of completion of the trip. Submit original receipts and cost
comparisons to the Accounting Services Department, and keep copies for
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departmental files. Note that IRS regulations require the expense report be completed
within 60 days of trip completion. Expense reports received after 60 days of the completion
of the travel may be paid only with Cabinet Level approval. Due to year-end closeout
procedures, a specific processing deadline date will be established during the last quarter
of the fiscal year. Expense reports received after the deadline date will not be subject to
reimbursement in the current fiscal year. Expense reports received after the deadline date
will not be charged to the subsequent fiscal year without Cabinet Level approval.

Processing Time by Accounting Services Department

Reimbursements are processed within 5-10 business days. However, this depends on the
report being submitted in the system and all documentation (receipts and hard copies of
report) being received in the Accounting Services Department. Employees may review the
status of expense reports on-line via the PeopleSoft Expense Module through Employee
Self Service.

Distribution of Funds
Reimbursements are distributed according to the banking information entered in Payroll
through ADP.

15.3 Travel Procedures for Employees

15.3.1 Request for Travel Authorization

Travel trips are not authorized until the Travel Authorization is properly approved. A
specific authorization is required for each trip with the exception of employees covered by
standing travel authorizations.

The format of the Travel Authorization form is self-explanatory. Employees should fill
out the paper Travel Authorization form and acquire approval from the department head or
designated official PRIOR to the travel. The Travel Authorization must be included with
each expense report. The Travel Authorization form may be accessed from the
Accounting Services Travel Forms web site at this link:
http://www.clayton.edu/accounting-services/expenses/travel/forms. The  Travel
Authorization form can be completed on-line, and printed for use in the approval process.
Please do not submit travel authorizations through the Expenses Module at this time.

The Travel Authorization form should be completed and submitted to allow time for all
required approvals to occur at least ten working days prior to the anticipated travel. The
employee will be notified of the approval.

Upon returning from a trip, the employee should submit a completed on-line expense
report. The submission of the on-line expense report is covered in section 15.3.2 below.
(See the introduction page in this section for information about training to use the
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Employee Self Service module.) The on-line report will be automatically routed to the
department budget manager. The department budget manager should review the expense
report for accuracy and compliance with travel regulations. If the report is in order, the
form should be approved and routed to the Accounting Services Department.

15.3.2 Travel Cash Advance

0.C.G.A. 45-7-25 and 45-7-26 authorizes the payment of travel advances to employees of
all State agencies, and charges the Director of the Office of Planning and Budget (OPB)
with the following responsibilities.

"The Director of the Office of Planning and Budget shall develop the necessary rules,
regulations, and procedures to govern the advance of State funds to employees prior to
travel in the conduct of official State business, and to provide for proper accounting of the
State funds advanced to such employees on a timely basis following such employees return
from travel status.”

Accordingly, regulations have been developed which cover the payment and accounting
for travel advances, as well as related matters.

0.C.G.A 50-5-5 authorizes and charges the State Accounting Officer, in cooperation with
the Office of Planning & Budgeting, to adopt rules and regulations governing in-state and
out-of-state travel and travel reimbursement. Policies and procedures related to reporting
travel expenses and reconciling expenses with travel advances are provided for in the State
Accounting Office — Statewide Accounting Policy & Procedure — Statewide Travel Policy.

Internal Revenue Service Requirements

In order for travel advances and reimbursements of travel expenses to be excluded from a
traveler’s taxable income, the State’s travel policies must meet the Internal Revenue
Service (IRS) requirements for an “Accountable Plan”. In general, this OPB Policy
Memorandum No. 1 (Revision No. 5), and the State Accounting Office - Statewide Travel
Policy have been developed with the IRS Regulations as their primary payment framework.
Accordingly:

e Advances and reimbursements must be reasonable in amount, must be made for
travel only, must be in line with actual costs incurred and must be within Policy
limitations. Expenses that do not comply with Policy guidelines will be the
obligation of the individual that incurred the expense.

o State policy requires that travelers submit expenses, substantiating the amount,
date, use and business purpose of expenses, ideally within 10 days, but no later
than 45 calendar days after completion of the trip or event.
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o Expenses submitted in excess of 60 calendar days may not be reimbursed. Expenses
submitted more than 60 calendar days after completion of the trip or event, if
reimbursed, should be included in the traveler’s IRS Form W-2 as taxable income.

o State policy requires that travel expenses associated with advances must be
reconciled and substantiated (submitted) as soon as possible, but no later than 45
calendar days after completion of the trip or event. Any portion of an advance that
was not used must be returned to the State, via check, within this same timeframe.

o Travel expenses, associated with an advance, which are substantiated (submitted)
more than 60 days after the conclusion of the travel or event should be included in
the traveler’s IRS Form W-2 as taxable income.

» Advance amounts in excess of substantiated travel expenses that are not returned
to the State within 120 days after the trip should also be included in the traveler’s
IRS Form W-2 as taxable income.

Travel Advances — Purpose and Intent

The purpose of travel advances is to minimize the financial burden on employees while
traveling on behalf of the State. This objective can be accomplished either by the issuance
of corporate charge cards or by providing cash advances to traveling employees. State
agencies should carefully consider the need to issue cash advances. Travel advances are
limited and available only to an employee whose current annual salary is $50,000.00 or
less.

The travel purposes for which funds may be advanced include anticipated subsistence, as
well as mileage and other transportation costs which are allowable as reimbursable travel
expenses under guidelines issued by Clayton State University, the State Accounting Office
and OPB. Travel advances are not required by State law or by these regulations, but are
left to the discretion of each agency head.

Travel Advance Request

Users should make requests for travel advances via the PeopleSoft Travel module. For
details on how to request and route a travel advance for approval, refer to:
http://www.clayton.edu/accounting-services/expenses/travel/createacashadvance

Timing and Amount of Cash Advances

Eligible employees may request an advance before an official business trip to cover
expenses which will be ultimately reimbursed by the State. A travel advance request should
be submitted via the PeopleSoft Expense module no more than 30 business days and no
less than 7 business days prior to travel. Any request made less than 5 business days
prior to travel, may not be approved or processed.
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Because the Clayton State University Travel Policy has been developed in accordance with
Internal Revenue Service (IRS) requirements for an “Accountable Plan”, per IRS Rule
1.62-2(g)(2), an advance should be provided to the employee no more than 30 days prior
to travel.

The requested amount shall be related to the estimated cost of required travel but shall be
held to a minimum and allowed only when an advance is warranted in the judgment of the
agency head. A travel advance will not be made for less than $100.

The requested amount shall be related to the estimated cost of required travel but shall be
held to a minimum and allowed only when an advance is warranted in the judgment of the
agency head.

Accountability and Responsibility for Funds Advanced

An employee who receives payroll via ACH (direct deposit) will also typically receive a
travel advance via ACH (direct deposit) in the bank account indicated within the
employee’s payroll system. Any employee who receives a travel advance in the form of a
check shall acknowledge the receipt of the funds in writing, evidenced by signature and
date.

All employees are fully responsible for funds advanced to them and shall account for those
funds in the manner specified by the Clayton State University Travel Policy. The liability
of the employee extends to travel advance funds which are lost or stolen. Neither State Law
nor these regulations, however, in any way relieve the agency head from the responsibility
of accounting for all funds expended for travel purposes.

Travel Advance and Expense Reconciliation

Travel expenses and advances must be reconciled and submitted as soon as possible, but
no later than 45 calendar days after the completion of the trip or event, “matching” the
expenses to the approved advance.

a. When the actual travel expenditures exceed the amount of the cash advance, the
employee shall be reimbursed for the amount of the excess.

b. When the actual travel expenditures are less than the amount of the cash advance, the
employee shall reimburse the agency for the difference. This reimbursement shall be made
at the same time that the travel expenses are substantiated and submitted, by check.

TTE users refer to the State Accounting Office website — Travel tab - TTE System User
Reference Guide, for details on how to reconcile a travel advance with travel expenses
within the TTE system.
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e Advances that remain open and unreconciled more than 120 days after the date of
travel should be included in the employee’s IRS Form W-2 as taxable income.

e In cases where a planned trip or event is canceled or indefinitely postponed, any
advances must be reconciled and the funds returned, via check, within two business
days from such notice of cancellation or postponement. Failure to do so will result
in the advance amount being deducted from the employee’s next available
paycheck. In addition, the employee may be subject to disciplinary action.

o Employees who require payroll earnings adjustments for un-reconciled Travel
Advances to collect amounts due the University are not eligible for advances in the
future.

o In general, a traveler should have only one travel advance outstanding at a time.
However, in certain business cases (such as having multiple advances issued for the
same trip, or for accommodating continuous business travel), it may be necessary
to have more than one outstanding advance.

Upon termination of employment, all employees must promptly account for and return any
outstanding advances; otherwise, open advances will be deducted from the employee's final
paycheck or annual leave payout. Human Resources shall take steps to provide for a
checkout procedure to ensure that terminating employees do not have outstanding cash
advances and/or outstanding travel expenses. In any event, travel expenses submitted more
than 45 days after the last day of employment will not be reimbursed.

15.3.3 Travel Expense Report

The on-line expense report is to be completed by the individual traveler. (See the
introduction page in this section for information about training to use the Employee Self
Service module.) Reimbursement to an individual may cover only those expenses
pertaining to that individual; it may not include expenses pertaining to other individuals
regardless of who paid the expense. Each individual must request his or her reimbursement.
In cases where the prior approval denotes a pre-authorized amount, reimbursement will not
exceed this authorization unless specifically approved by the department budget manager.
On-line expense reports cannot be resubmitted at year-end for any additional
reimbursement.

The expense report should be submitted online (using the PeopleSoft Employee Self
Service module) within two weeks of completion of the trip. Submit original receipts and
cost comparisons to the Accounting Services Department, and keep copies for
departmental files. Note that IRS regulations require the expense report be completed
within 60 days of trip completion. Due to year-end closeout procedures, a specific
processing deadline date will be established during the last quarter of the fiscal year.
Expense reports received after the deadline date will not be subject to reimbursement in

Business and Operations Policy and Procedures Manual Feb 2022



234

the current fiscal year. Expense reports received after the deadline date will not be charged
to the subsequent fiscal year.

All receipts and paid bills must be original. The employee’s electronic signature on the on-
line expense report attests that the information presented on the report is accurate.
Employees who provide false information are subject to criminal penalty of a felony for
false statements, which is subject to punishment by fine of not more than $1,000 or by
imprisonment for not less than one nor more than five years.

The on-line report will be automatically routed to the department budget manager. The
department budget manager should review the expense report for accuracy and compliance
with travel regulations. If the report is in order, the form should be approved and routed to
the Accounting Services Department. By approving the form and allowing its routing to
the Accounting Services Department, the approver is performing several functions. These
functions are discussed in detail immediately below.

By approving travel expenses, the approver is attesting that he/she has thoroughly
reviewed each transaction and the supporting documentation, and has verified that
all transactions are allowable expenses. The approver is the “check” in the expense
reporting process to identify potential or actual errors in expense reporting and is
equally accountable for all expenditures. The approver role should be assigned to
an individual who can judge the business appropriateness of each expenditure. It
is recommended, but not required, that approvers have the responsibility of
approving expenses for no more than 25 expense submitters.

Each transaction must be consistent with departmental budgetary and project/grant
guidelines. The approver must be sure the correct funding sources are charged, in
keeping with proper fiscal stewardship. Under no circumstances should an
individual approve his/her own expense submission. Should expenses not meet
approval guidelines, the expense approver may deny the expense. Denied expenses
will be considered a personal expense to the employee and will be processed in
accordance with the policies herein as either a reduction in the traveler’s
reimbursement due, an amount due the agency, or a payroll deduction (future)
accordingly.

Upon granting approval of expense submissions, approvers are certifying:
» Appropriateness of the expenditure and reasonableness of the amount.
« Availability of funds.
« Compliance with funding agency regulations and State reimbursement policies.
« Completeness of documentation and accuracy.
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After the approver has verified the report is in order, the form should be approved and
routed to the Accounting Services Department for processing.

15.4 Registration Fees and Associated Membership
Fees

There are instances where membership fees may be considered as part of registration fees.
These may be allowed if the savings on the cost of registration is more than the cost of
membership. For example, membership fees are $100. The cost of a workshop to members
is $150 and to nonmembers it is $300. The registration fee and membership combined
($250) is less than the nonmember registration. By joining, there is a cost savings to CSU.

In this example, the combined registration fee and membership fee may be submitted as
registration fees. A detailed explanation of the cost savings afforded by paying the
membership fee should be included with the Prepaid Registration Form or the on-line
expense report.

15.4.1 Registration Fees Prepaid by the University

Registration fees required for attendance at meetings, conferences, seminars, and
workshops may be paid in advance by the university. The preferred method for payment
of registration fees is the P-Card (see section 14.3) In order to request advance payment of
registration fees via check, the following items must be submitted to the Accounting
Services Department:

1. A completed and approved Check Request form, including the Federal
Identification Number of the vendor to be paid. The Check Request form is
available on the Accounting Services web site at:
http://www.clayton.edu/accounting-services/Accounts-Payable/Forms

2. Documented evidence of an approved Travel Authorization for the trip.

3. Original and one additional copy of the completed registration form.

All checks for the payment of registration fees will be routinely mailed to the payee unless
noted otherwise on the Check Request Form. An employee planning to prepay a
registration should allow adequate time for processing.

15.4.2 Registration Fees Paid by the Employee

Registration fees may be paid by the employee in advance using a personal check or a
personal credit card. Employees may also pay for registration fees at the meeting or
workshop. Under these circumstances, reimbursement will be processed after the trip via
the on-line expense statement. Receipts are required.
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15.4.3 Registration Fees Paid Using the Departmental
Purchase Card

Registration fees may be paid in advance utilizing the Departmental CSU Purchase Card
for the employee’s home department. Reporting of the registration fee will be in
accordance with the Purchasing Card processing outlined in Chapter 14 (Procurement of
Goods and Services) and the p-card documentation should include the prior approval for
travel.

15.5 Travel Procedures for Non-CSU Employees,
Students, & Team/Group Travel

Non-Employee’s or Students may be reimbursed for travel expenditures for the following
circumstances:

e A student at Clayton State University may be reimbursed when the student has
incurred travel expenses associated with team travel or group travel.

e A student employee at Clayton State University may be reimbursed when the
student has incurred travel expenses associated with travel required in the
performance of job duties.

e A student participating in a program administered by the Department of Recreation
& Wellness Club Sports has incurred travel expenses associated with program
travel.

e An interview candidate traveling to and from Clayton State University may be
reimbursed for travel expenses in certain circumstances.

15.5.1 Student Team and/or Group Travel

Students must be enrolled at Clayton State University and the travel must be associated
with an approved athletic team event or an official event sponsored by Student Activities
or Academic Instruction.

Travel approvals and reimbursement procedures are consistent with the Clayton State
University Travel Regulations. The on-line Student Request for Travel Form (from
Student Activities Funds) should be completed by the Group or Team Leader, including
the information about the club, organization, or program, and the listing containing the
names and Laker ID#’s of the Team or Group. After obtaining approvals from the
organization’s head, the organization’s advisor, and the Assistant Vice President/Student
Affairs, the completed form should be sent to the Accounting Services Department
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All Student Team and/or Group Travel that is funded from Student Activities funds must
also comply with all of the terms and forms found in the Student Travel Request
Checklist form that may be found at
http://www.clayton.edu/Portals/535/docs/SFAB/Student_Travel Checklist.pdf. As
indicated within the checklist, each student listed as a traveler on the Student Request to
Travel Form must fill out and sign a Student Travel Agreement form, a Personal Health
History form, and an Emergency Contact, & Insurance Information Form. All of these
forms may be found at:

http://www.clayton.edu/recwell/clubsports/forms.

For Team or Group Travel approved by a supervisor, an advance check payable to the
Team or Group leader may be issued for the estimated cost of the travel if the payment
cannot be paid directly to a vendor. If the Group or Team Leader is a CSU employee, the
advance may be initiated using the Cash Advance option in PeopleSoft. If the Group or
Team Leader is not a CSU employee, the Check Request form should be used to request
the advance. Upon completion of travel, the Team or Group leader should deposit all
unused funds with the Bursar’s Office, followed by documenting the trip expenses on the
on-line Expense Report. If funds were provided to individual team or group members, a
properly completed roster of names and amounts should be submitted to the Accounting
Services Department. If travel expenses exceed the travel advance, the remaining
reimbursement, if approved, will be disbursed to the Team or Group leader.

If the Team or Group leader is a CSU employee, then the employee’s individual expenses
should be submitted via the on-line expense report for employees.

15.5.2 Student Employee Travel

Occasionally, a student employee at Clayton State University may be required to travel in
the performance of job duties. These travel expenses may be reimbursed to the student
employee upon proper completion and approval of required forms. Authorization for travel
should be obtained using the Travel Authorization form found on the AccountingServices
web site at http://www.clayton.edu/accounting-services/expenses/travel/forms. The
request for reimbursement for travel expenses should be made using the Non-Employee
Travel form found on the Accounting Services website at
http://www.clayton.edu/accounting-services/accountspayable/forms. All regulations and
policies pertaining to regular employees also apply to student employee travel.

15.5.3 Interview Candidate Travel and Expenses
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Candidate Travel for Faculty Positions

The Office of Academic Affairs may pay a candidate to interview for a faculty position
when a presentation is given by the interviewee. A copy of the presentation must be
included with the payment request along with a list of attendees (if not a public forum). If
no presentation is given, no reimbursement will be allowed.

Candidate expenses are to be projected in advance and submitted for approval to the Office
of Academic Affairs before arrangements are made. Reimbursement must follow the
guidelines presented below:

e Expenses should be prudent and reasonable. If costs are questioned, final
determination will be made by the Vice President for Business & Operations.

e The Division in which the position is located is responsible for funding
reimbursements for candidate travel or requesting funding through the university’s
Strategic Budgeting Process.

e A W-9-CSU form, a CSU Contracted (Consultant) Services Agreement form,
and a completed Purchasing Requisition form must be completed and approved.
Once these forms are completed and approved, they should be forwarded to the
Procurement Office to have a purchase order issued. Once the purchase order is
issued and passes budget checking, the department can contract for the candidate.

o The W-9-CSU form may be found at: http://www.clayton.edu/accounting-
services/accountspayable/forms

o The CSU Contracted (Consultant) Services Agreement form may be found
at: http://www.clayton.edu/Portals/38/docs/Independent-Contractor-
Agreement.pdf

o The Purchasing Requisition form may be found at:
http://www.clayton.edu/procurement/procurementforms.

e Candidates must pay for their own lodging, meals, travel, and incidental expenses
which are covered by the amount to be paid on the Consultant Agreement. The
requesting Division may use the regulations and policies pertaining to regular
employees as a guide to determine the amount to be paid. Account 752100 —
Reimbursable Expense is to be used to record these costs.

e Currently employed faculty and administrators shall not be reimbursed for meals
associated with candidate visits.

Candidate Travel for Non-Faculty Positions

Other departments may reimburse expenses associated with candidate interviews. These
positions include those reporting to the President’s Cabinet as well as Deans and Academic
or Administrative Department Heads. Other positions may also be approved if authorized
by the Divisional Vice President in consultation with Human Resources. Candidates are
required to give a presentation. A copy of the presentation must be included with the
reimbursement request along with a list of attendees (if not a public forum). If no
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presentation is given, no reimbursement will be allowed. Reimbursement must follow the
guidelines presented below:

e The Division in which the position is located is responsible for funding
reimbursements for candidate travel or requesting funding through the university’s
Strategic Budgeting Process.

e Expenses should be prudent and reasonable. If costs are questioned, final
determination will be made by the Vice President for Business & Operations.

e A W-9-CSU form, a CSU Contracted (Consultant) Services Agreement form,
and a completed Purchasing Requisition form must be completed and approved.
Once these forms are completed and approved, they should be forwarded to the
Procurement Office to have a purchase order issued. Once the purchase order is
issued and passes budget checking, the department can contract for the candidate.

o The W-9-CSU form may be found at: http://www.clayton.edu/accounting-
services/accountspayable/forms

o The CSU Contracted (Consultant) Services Agreement form may be found
at: http://www.clayton.edu/Portals/38/docs/Independent-Contractor-
Agreement.pdf

o The Purchasing Requisition form may be found at:
http://www.clayton.edu/procurement/procurementforms

e Candidates must pay for their own lodging, meals, travel, and incidental expenses
which are covered by the amount to be paid on the Consultant Agreement. The
requesting Division may use the regulations and policies pertaining to regular
employees as a guide to determine the amount to be paid. Account 752100 —
Reimbursable Expense is to be used to record these costs.

e Currently employed faculty and administrators shall not be reimbursed for meals
associated with candidate visits.

15.5.4 Travel of Personal Service Contractors

Requirements of 