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THE BIG FINANCIAL PICTURE

College Financial Overview

College operations are organized into operational units that execute strategic and operational plans in
support of the college’s mission and objectives. Operational units collect and utilize financial resources
which are recorded as transactions in the college’s financial accounting system. The financial records are
essential for providing necessary information to various stakeholders such as auditors, banks, taxing
authorities, lenders and internal management.

® Management ® Trustees ® Lenders ® Auditors ® Regulatory Agencies
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Fiscal Year

The college’s fiscal year runs from June 1 through May 31. This 12 month period is used for budgeting,
accounting and financial statement purposes. All financial transactions in the automated financial
systems of the college have a designated transaction date which determines the fiscal year in which they
will be included. The fiscal year is divided into 12 periods or fiscal months. In the case of a June 1
through May 31 fiscal year, the fiscal months are numbered as follows:

June: 1 July: 2 August: 3 September: 4 October: 5 November: 6

December: 7 January: 8 February: 9 March: 10 April: 11 May: 12

Certain benefit related operations operate on a quasi-academic year which is distinct from the accounting
fiscal year, running from September 1 through August 31. The college’s Employee Medical Benefit Plan
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and Flexible Spending Accounts use the September 1 through August 31 year which is more closely
associated with the instructional cycle.

Accrual Basis of Accounting

The college uses the accrual basis of accounting rather than the cash basis. Under the accrual method of
accounting revenues are recorded when earned, and expenses are recorded when incurred which is
different than cash basis accounting where revenues and expenses are recorded when cash is received or
disbursed. Although accrual and deferral entries could be computed monthly, the college generally only
applies adjusting accrual and deferral entries as part of the year end closing process.

In practical terms, for year-end expenses, the timing of the delivery of goods or services generally
determines the fiscal year in which they will be recognized regardless of the actual cash disbursement
date. For example, if goods were ordered 2 weeks before the end of a fiscal year but were delivered 2
weeks after the end of the fiscal year, the associated expenses would be charged to the fiscal year in
which the goods were delivered regardless of when the actual cash disbursement was made.

Similarly, revenue is recognized when earned not necessarily when the actual receipt of funds occurs. For
example, if a student were to prepay tuition a year in advance, the college would not recognize the
revenue until the fiscal year in which the educational services would be provided (earned). Until then, the
funds would be recorded as a liability.

Types of Accounts

Financial transactions are accounted for in five major account types; assets, liabilities, equity, revenues
and expenses. A basic understanding of the account types is helpful in interpreting financial information.

Account Type Informal Description

Asset Things of value owned by the organization.

Liability Amounts owed to external parties.

Equity (also called net worth | The difference between assets and liabilities, theoretically

or net assets) the amount that would be received upon liquidation of the
business.

Revenue Amounts earned from external sources.

Expense Amounts paid to external sources for goods or services.

Financial transactions are recorded as either debits or credits to accounts thereby increasing or decreasing
account balances.

Account Type | Debit Credit Normal Example Example
Account Debit Credit
Balance

Asset Increase Decrease Debit 100 + 100 -

Liability Decrease Increase Credit 100 - 100 +

Equity Decrease Increase Credit 100 - 100 +

Revenue Decrease Increase Credit 100 - 100 +

Expense Increase Decrease Debit 100 + 100 -
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Financial Statements

The college prepares consolidated financial statements on a monthly basis for assessing its financial status
and results of operations. Three main statements are produced as described below:

Statement of Financial Position (a.k.a. Balance Sheet)

The primary purpose of the Statement of Financial Position is to provide relevant information about the
college’s assets, liabilities and net assets and their relationships to each other at a moment in time. The
information contained in the Statement of Financial Position provides help in assessing the following:
e The college’s ability to provide services.
e The college’s liquidity, financial flexibility, ability to meet obligations and needs for external
financing.

Statement of Activities (a.k.a. Income Statement)

The primary purpose of the Statement of Activities report is to provide relevant information about
revenues and expenses during a specific period of time. The information contained in the Statement of
Activities provides help in assessing the following:
e The college’s performance during the period.
e The college’s service effort and ability to continue providing the service.
o How the college’s management has discharged its stewardship responsibilities and other aspects
of performance.

Statement of Cash Flows

The primary purpose of the Statement of Cash Flows is to provide relevant information about the cash
receipts and cash payments of the College during the period. The information contained in the Statement
of Cash Flows provides help in assessing the following:

e The college’s ability to generate positive future net cash flows.

e The college’s ability to meet obligations and its needs for external financing.

e The College’s differences between net income and associated cash receipts and payments.

o The effects of the college’s financial position of cash and noncash investing and financing

transactions during the period.

The average budget manager is generally not concerned with the consolidated financial statements of the
college but, rather, is more concerned with individual transactions and departmental accounts and results.
Both the consolidated financial statements which represent aggregate views of the underlying financial
transactions and the financial transactions themselves must comply with various laws, regulations and
accounting principles. Budget managers involved in generating financial transactions should be aware
that accounting principles, laws or regulations may apply and govern the coding, timing or other
transaction characteristics.

COLLEGE ADMINISTRATIVE SYSTEMS

Administrative Software System Overview

The college uses SunGard’s Banner software as its main administrative software system. Banner includes
a suite of administrative modules for student, financial aid, finance, HR, and advancement functions.
Although modules are integrated, a great deal of cooperation and collaboration between operational units
is necessary to support smooth and efficient flows of data.
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The finance module is the central repository for all financial transactions so all other modules and any
non-Banner systems that generate financial transactions must integrate with the finance module.

Interconnected Banner modules are represented in the image below:

Purchasing Fved
Accounts & Assirly
Payable Procurement

Stores Research
Inventory Accounting
Ceneral
lrdm
& Finance
{]pf_-ralmm
Accounis
Receivable Financial
Aiel

Cost Budget &
A E:T'llin Position Confral Payroll
OO i Data
Data T

‘ Human

' Roesources
Alumni/
Development
T estmesnd I
Management

Access to Financial Information

Each division of the college determines which staff members have financial oversight of specific
operational units. Access to financial information through the Banner Finance module or Business
Objects, a third party reporting tool, is accomplished through supervisory authorization and training.

it Pledge

Part of the authorization involves supervisory identification of fund and organization code security rights.
Requests for new users and authorization of fund and organization code security rights can be made using
a Banner Finance Access Request Form available from the finance department web site.
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http://www.snc.edu/financedepartment/staff/access.html�

Banner does not allow access limitations on set combinations of fund and organization codes, therefore, a
user will have access to data for any combination of fund and organization codes for which authorization
is granted. The finance department web site contains specific information on finance access and training.

It is important for supervisors and administrators to periodically consider Banner security rights in
relation to current staff duties. As users’ duties change, access needs should be reevaluated and added or
removed as appropriate. The Banner Finance Access Request Form can be used to remove rights as well
as add.

Banner Chart of Accounts System - FOAPAL

The chart of accounts is a coding system for recording, tracking, classifying and reporting financial
(budget and actual) transactions. It provides the structure for collecting, storing and retrieving financial
data. The Banner chart of accounts system is known by the acronym FOAPAL which stands for Fund,
Organization, Account, Program, Activity and Location.

The following table briefly describes each FOAPAL element.

Element Definition Structure
F Fund A self balancing set of accounts. Used to identify financial | 6 digits
transactions related to a specific activity or objective. For
example, individual endowments or grants may have their
own fund codes. Fund codes are also used to segregate
certain types of data (like payroll data) so that individual
access rights can be restricted. For financial statement
purposes funds may be grouped into broad categories like
Unrestricted, Temporarily Restricted and Restricted.

O | Organization | Represents a department or unit of budgetary responsibility | 6 digits
within the institution. A single department (organization)
could have many funds associated with it. For example, the
Chemistry org code could have grant, payroll and student
wage funds associated with it.

A | Account Identifies the specific type of transaction within the 6 digits
accounting categories of Asset, Liability, Equity, Revenue
and Expense. Expense codes represent items like supplies,
travel, equipment . . .etc.

P Program Program codes are used to group financial data into 4 digits
categories for financial statement presentation. Categories
include Instruction, Research, Student Services, Auxiliary
Enterprises . . etc.

A | Activity An optional code used to further identify activities or 6 digits
transactions.
L Location An optional code used to associate a physical location with a | 6 digits

financial transaction. Primarily used to track fixed assets
but also used for other situations such as segregating data by
individual residence halls.

FOAPAL Example:
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Fund  Org Account Program (Activity and Location not used in example)
100200 310000 710000 1105
Non-Personnel
Business Office
Office Supplies
Institutional Support

Financial transactions relating to balance sheet accounts (assets, liabilities or equity) require a minimum
of a fund and an account to be processed in Banner. Transactions relating to the income statement
(revenues and expenses) require a minimum of a fund, organization, account and program. In addition,
Banner assigns transactions to one of its two ledgers or recording systems (General or Operating) based
on the account type. Individual account codes are grouped into ranges which are associated with account
types for quick and systematic categorization.

Account | Normal Required
Account Code Account FOAPAL
Type range Balance Debit Credit elements Ledger
Asset 100000 - | Debit Increase | Decrease | Fund, Account | General
299999 (FA)
Liability 300000 - | Credit Decrease | Increase Fund, Account | General
440000 (FA)
Equity 470000 - | Credit Decrease | Increase | Fund, Account | General
479999 (FA)
Revenue 500000 - | Credit Decrease | Increase | Fund, Org, Operating
599999 Account, Prog
(FOAP)
Expense 600000 - | Debit Increase | Decrease | Fund, Org, Operating
899999 Account, Prog
(FOAP)

The relationship between financial transaction entries and end-user financial reports is shown below:

[ balance sheet ] [ income statement ]
[ management reports L _|  management reports
A A
4 1\ (
General Ledger Operating Ledger ]
& J (.
A A

asset, liability or net asset transactions
(account code range 100000 — 479999)
(requires Fund and Account)

- J -
A A

revenue or expense transactions
(account code range 500000 — 799999)
(requires Fund, Org, Account and Program

[ transaction detail and history ]

J:\BusOff\Clark\Training\financial-procedures-guide.docxLast saved by clarkm
6/1/2011 3:17 PM Page 9 of 34



Basic Banner Financial Forms and Reports

Banner software is delivered with a standard set of financial forms and reports. The various forms and
reports allow users to obtain data in varying levels of detail based on selection parameters (key values).

A form will return data within a Banner window while a report is run from a process and will display data
outside of the Banner application, usually in a browser window. Common end-user forms and reports are
briefly described below:

FGIBDST - Organization Budget Status Form
FZRBDSC - Budget Status (Current Period) Report
FGIBSUM - Organization Budget Summary Form
FZRODTA - Organization Detail Activity Report

FGIBDST - Organization Budget Status Form

This form allows users to query the status of accounts based on selected key values. It displays
information in a typical financial format with columns for Adjusted Budget, YTD Activity, Commitments
and Available Balance. The Commitment column is not currently operational at the college so can be
ignored.

Ye Organization Budget Status Form FGIBDST 5.3 (0

Chart: |_ ron: College
Fizcal ¥oar l"_ -4 Furid 100700 Mon-Fersonnel
Inde:: Frogram: 0z Public Service
[ Cuery Specific Account Account:
¥ lnclude Revenue Accounts Apct Type:

Activity:
Commit Ind: |Eoih K Location:

Agct Type Tile Ad Budget YO Activity Commitments Al Bal
Feoooo  [5 [ruion 0.00 0.00 0.00 0.00 &
710000 |_ Office S 3,000.00 921 .49 000 2.078.51
710001 | [E [crasss | ooo. | 32092 | .00 | -324.22
Toons I__ |C— opient 0.00 0,00 .00 0,00
o088 | |5 Jothers 0.00 0.00 0.00 0.00
[fiooea [E [Printing. | 210000 | 101764 | 0.00 108236 =|

MetTotsl [ 560000 | 30049 [ 000
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FZRBDSC - Budget Status (Current Period) Report

This form allows users to query the status of accounts based on selected parameters.

information as FGIBDST but in a report format.

REPORT FZRBDSC Sample
FISCAL YEADR: 02

COAS: 3 3=

FIIND - 100200 Non-Personnel
DRED ORG: zlz

ORG: E1EzE0 College
ACCOUNT ACCOUNT TITLE

560000 Tuition
TOTAL Rewvenues

710000 0Office Supplies

710001 Class Supplies

71000% Copier/Printer/Fax Supplies
710049 0Other Supplies

710080 Printing/Duplicating
710100 Postage

710121 Fax

71016l Advertising-Programs
710281 Trawvel

710754 Performance Fees
710763  Other Professional Fees
710990 General Other Expenses

TOTAL Hon-Labor Expenses
TOTAL ORGAMIZATION

E1EZZE0 College

TOTAL Rewvenues

TOTAL Hon-Labor Expenses

NET

TOTAL FUND

8t. MNorbert College
Budget Status

AZ 0OF 21-MAY-Z0032

Norbert College Master COA

Aszc Dean for Instructional Support

{Current Period)

ADJUSTED CURRENT PERIOD
EUDGET ACTIVITY

25,500.00 .00

25,500.00 .00

) .00

3,000.00 -67.34

10.00 o0

.00 .00

3,395.00 -3,276.88

250.00 -305.10

5.00 .00

120.00 .00

z0.00 -8.33

oo .00

oo .00

oo .00

6,500.00 -3,657.65

25,500.00 .00

£,800.00 -3,657.65

18,700.00 3,657.65
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FGIBSUM - Organization Budget Summary Form
This form provides a view of an organization’s status summarized by major category (Revenue, Labor,
Expenditures and Transfers). The information is a summarized version of data available in FGIBDST.

roanization Budg mmary Form FEIBSUM 50 (2

Chart of &ccounts: Ib_ Organization: |21 2280 College
Carnmit Indicator

Fizcal Year: IEE nl Fund: (o200 Mon-Personngl Bioth >

Account Type Adj Budget YT Actmvity Commitments Arail Bal
e 22.000.00 | 6,096 045 | 5,004 05/ =
Labor r
Direct Expenditures 560000 3.094.96 oo 251504
Transfers
=
Net: | 16,400.00(f 13,910,089
Revenue minus (Labor + Expenze + TFETIE'EHJ-
Total Comenitments: ! 0.oo
A

i
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FZRODTA - Organization Detail Activity Report

The Organization Detail Activity Report displays individual line-item transactions (budget and actual) for
accounts within specified fund and organization codes. The report can be useful for viewing and tracking
the status of individual transactions. The information is a detailed version of data available in FZRBDSC.

OE-NOW-z003 1&6:13:E2 St. HNorbert College PAGE 1
FISCAL YEAR 02 SNC Qrgan. Detail Activity FZRODTA sample
From 01-JUN-Z00Z To 31-MAY-Z003

CoAZ: & St. MNorbert College Master COA
ORG: ELlZE&0 College
TRANS TEAN DOCUMENT DOCUMENT ACCOUNT / BUDGET TRANSACTION ENCUMERANCE CHT
DATE TYPE HUMEELR REF § DESCRIPTION FUND ACTIVITY ACTIVITY ACTIVITY TYP

Hon-Personnel lo00z00
EEGINNING BALANCE: Tuition Ee0ooo -oo -oo -oo
06/017Z00Z EDO1  FOOZ16EL Initial Z003 Budget from 25 S&0000 2&,000.00 L
06/017Z00Z FTO1 FOOZ3ILEZ Mowe E0DZ/2Z002 Bevenues from 560000 E,.E05_00 L
O&/06/200Z CREOE  FODZLZ10 ATME-REGISTRATION FEES Lenooo Z,EZ4.00 u
O06/06/Z00Z INNI IOO0L353Z cocoo, William C.o Ee0ooo -12&.00 L
06/07/Z00Z CHNNI O00Z204&3 IO0013E53E coceoo, William C. Ee0ooo 12&.00 L
06/137Z00Z INNI IOO0Ll32EZ vvvvwvyy, Teresa Lynn. Ee0ooo -&5.00 L
06/137Z00Z INNI IO0Ll326Z bbbbbh, Cheryl Ee0ooo -&5.00 L
O6/Z0/Z00Z INNI IO0O0l400& nannn, Diane Mary. Ee0ooo -71.00 L
O6/Z7/Z00Z INNI I0O01l4z22Z s, Pedoy Ee0ooo -&5.00 L
O&/30/200Z FTOL TFODZ4EE3 Z00Z gogy College Lenooo 16,315, 70 u
07/24/7Z00Z CROE FOOZ32E4 ATME-TUITION PAYMENTE Ee0ooo 2EE.00 L
07/217Z00Z FTO1 FOOZ4584 gogegyy College Credit Cards Ee0ooo 221.EL L
1z2/05/7Z00Z EDOZ  FOOZ0363 Budget adjustment Ee0ooo 2,E00_00 L
ENDING BALANCE: Tuition Ee0ooo z&,500.00 25,366 28 -oo
BEGINNING EALANCE: Office Supplies 710000 ] ] ]
06/017Z00Z EDO1  FOOZ16E0 Initial Z003 Budget from 25 710000 2,.000_00 L
06/017Z00Z FTO1 FOOZ3L5E4 Mowe E0DZ/2Z002 Expenses from 710000 S.41 L
O6/Z7/Z00Z INNI I0O0l4z29& eceeee, Mari UL 710000 z0. 86 L
0272172002 FTO1 FOOZE?20 SNC Bookstorelugust & ZO00Z 710000 10,40 L
0Z/Z37Z003 EDOZ FOO232520 reallocation 710000 -2,000.00 L
0E/lz/7Z003 CROE  FOO2E2020 ATME-JERE rrrrrr REFUND FOR 710000 -67.34 L
0573172003 FTOl FOOD38396 Mowve CR J rrrrrr refund for 710000 57.34 u
ENDING BALANCE: Office Supplies 710000 -oo 40.67 [u}

Business Objects Reports

Banner Finance users have optional access to several customized financial reports created internally from
a third party reporting tool called Business Objects. Selected Banner financial data can be extracted using
Business Objects and formatted into customized reports. These reports can be run from Business Objects
software over the internet. Most customized reports are special formats of data already available within
Banner’s delivered forms and reports.

Reports are available from the “Bus Obj XI” link on the main College Wide Information Systems web
page (https://www.snc.edu/cwis/).

Address [&] https:jwwan.snc.edufcwis)

_(,-fFoxir' I %Cunvert - ESE'EEt

Reports are available from the “Bus
Obj X1 link on the main College Wide

. R -
. Information Systems web page

. Obiject X1 3.3 - Ed.

. (https:/fwww.snc.edu/cwis/). L chout

e FootPrints iHelp or Mew Project for CWS =

« Documentation - Banner 8 and Banner 7 to m

» Documentation - Business Object X1 3.1 cooperation -- CWIS Group (Tod, Bob and Margaret).

« [Documentation - CYyWS Suppor

o CWIS Test Databases = 0973072010, 5:00pm

= St Maorbert College Homepage o ** ANNOUNCEMENT ** - BANNER § UP GRADE has NOW STARTED (Thursday, Sept

30, 2010, 5:00pm). "KnightLine", "Banner (CWIE)" and "My Reports (Business Object X1
3.10" is NOT available at this time. The upgrade will be completed on Monday, Oct 4,2010
at 8:00am. If you need information please see the Office that the information would be
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Some reports have been developed and deployed for special departmental data needs and some are
general and available to all Business Objects users with finance rights. Several of the general financial
reports are described below:

¢ FIN - Budget Status by Orgs (summarized line item financial data for selected org(s))
FIN — Budget Status by Orgs-Funds (summarized line item financial data for selected org(s)
and funds)

e FIN - Comparative Bud Status by Org 2 FYR (two years of comparative year financial data by
selected org)

¢ FIN - Transactions by org and fund (Detailed transaction level data by selected org and fund
codes)

For general reports, a users’ access is limited to supervisory authorized fund and organization codes. The
general finance reports are located in the following Business Objects directory structure: Public Folders >
Finance Public > General Reports.

FIN — Budget Status by Orgs

This report is similar to Banner’s FZRBDSC. It provides subtotals for Revenues, Non-Student Labor,
Non-Labor Expenses and Non-Personnel Expenses. It also displays a breakdown of the Adjusted Current
Budget in terms of Temporary Budget and Permanent Budget.

FIN - Budget Status by Orgs Fiscal Year: 03
Il Fiscal Month: 12 - May
212260 Kids College

50 - Revenues
1 Fund | Acct Account Title Temporary FPermanent 'ngll:;‘::: Year T_u _Dale Percentage Bu!iget

Code |Code Budget Budget o . Activity Budget Used Available
| Finoezon Teeoo0o| Tuiion ] 26.,500.00 26.500.00 20,386,250 93483 133.75
: Total for: Revenues 0.on 25.500.00 25.500.00 2536625 13375
_| 60 - Non-Student Lahor

S |Seat|  Aosount e T | P | e |veyTobue| Do | s
| 100201 [eanmo| anas Payroll [¥ac Accrual) 0.0 2,390.00 2390.00 £,290.00 00,00 0.0
| [1o0z01 [eozonn[ Fica 0.0 456,00 52013 .07 -E4.12
i 100201 | 602010 | Medicars 0.00 0v.00 12175 3.7 -14.75
: Total For: Non-Student Labor 0. 2.953.00 9.031.93 -78.93
| 70 - Non-Lahor Expenses

Fund | Acct . Temporary FPermanent b ] Year To Date | Percentage Budget

Code |Code GACECERLS Budget Budget (El Activity Budget Used Available
_ Budget

100200 | F10000| Office Supplies 0.0 0.00 0.00 H0LET 000z -40EY
| Fioozoo 710001 | Class Supplies 0.0 3.000.00 3000000 95457 Jrik-rid 204543
i 100200 | 0009 | CopierfPrinterdF ax Supplies 0.00 10.00 0,00 43 43002 569
| Finozo 710045 nher Supplies ] 0.00 0.00 14595 000 14595
| Foozoo 700z Printingd COuplicating ] 3,395.00 3395.00 33200 S7.80 T4E4
| Fiooezon 70100 Fostage ] 260.00 260,00 20246 80.58 4754
| Fioozoo 710121 [Fas 0.0 5.00 5.00 022 1760 112
| Foozoo T 710161 Advertising-Frograms 0.0 120,00 120,00 11250 93,75 70
7 00200 | 710281 | Trawel 0.00 20.00 20,00 833 4165 1ET

FIN — Budget Status by Orgs-Funds
The report format is the same as Fin-Budget_Status_by_Orgs but allows the user to select specific funds.
This can be helpful in isolating data for grants, endowments or other purposes relating to specific funds.
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FIN — Comparative Bud Status by Org 2 FYR
This report shows comparative financial data for two years.

FIN - Comparative

Bud Status by Org 2FYR

Organization Code:

212260 - Kids College

Fiscal Month: 12 - May
Selected Orgs: 212260

Revenues
Acet . FY04 Adjusted FY04 YewTo FY04 Availible | FY03 Adjusted FY03 YewrTo FY03 Available
filrie Code sl e TN Budest Trroiinis | DAnGmarn Budget
100200 - Non-Persommel | 560000 [Service Revemue 25.500.00] 17.376.33] 812343 25.300.00] 25.366.23] 133.75
[ 1 Totals 17,376.35 8,123.43 23,500.00] 28,366.25] 133.75
Non-Student Labor
Acct . FY04 Adjusted FY04 YewTo FY04 Availible | FY03 Adjusted FY03 YewrTo FY03 Available
filrie Code sl e T Bude=t Troiivis | DAnGRern Budget
100200 - Non-Personnel 602010 Medicare 0.00 -1.25 7.25 - - -
100201 - Personnel 600008 Miscellaneous Special Pay 200.00 9.300.00 500.00 E : E
100201 - Personnel 600010 [ATMS Payroll (Vac Accrual - - £,390.00 8,300.00)
100201 - Personnel 602000 [FICA 607.60) 576.60) 31.00 456.00) 520.18
100201 - Personnel 602010 Medicare 142.10 142.10] 0.00) 107.00 121.75
5 Totals 10,549.70 10,01145 538.25 5,953.00 9,031.93
Non-Labor Expenses
Acct . FY04 Adjusted FY04 YewTo FY04 Availible | FY03 Adjusted FY03 YewrTo FY03 Available
filrie Code sl e TN Budest Trroiinis | DAnGmarn Budget
100200 - Non-Personnel 710000 (Office Supplies 0.00) 31.32 -31.32 0.00 40.67 -40.67)
100200 - Non-Personnel 710001 [Class Supplies 1,482.14 1,069.22 412.9)) 3,000.00)
100200 - Non-Personnel 710009 |Copier/PrinterFax Supplies 10.00) 11.63 -1.63 10.00
100200 - Non-Personnel 710049 (Other Supplies E . 0.00)
100200 - Non-Personnel 710080 |Printing/Duplicating 3.395.00 344513 -30.13 3.395.00)
100200 - Non-Personnel 710100 |Postage 250.00) 373.59] 39 250.00)
100200 - Non-Personnel 710121 [Fax 5.00 0.00) .00) 5.00)
100200 - Non-Personnel 710161 |Advertising-Programs 120.00 241.60| -121.60) 120.00 235
100200 - Non-Personnel 710281 [Travel 20.004 833 11.67] 20.00) 833 11.67]
100200 - Non-Personnel 710764 |Performance Fees E -] 0.00 460.00) -460.00

Pagelofl

J:\BusOff\Clark\Training\financial-procedures-guide.docxLast saved by clarkm

6/1/2011 3:17 PM

Page 15 of 34

FINM - Comparatve Bud Stams by Org 2FYF; Reffech Date: Apr 27, 2011



FIN - Transactions by org and fund
Detail transaction level data is displayed for each account.

Transactions by selected org and fund
: Lastrefl 002008 10:46 AR
| Fund Cade: 100200
| E12003 12:00.00 AN Man-Personnel
e 2004 12:00:00 AP Drg Code: 212260
- Kids College
- Ite |Prog
Acct - Documen | Document | Transacti - — Seq
Code Account Title t Code Fef Num on Date Transaction Description Num "; Ceod Budget Actuals
| [se0000 | Tuition Loaoood EAFZ00Z | P04 Budget Roll I af 1o | DM 25,500,00
Tuition FO040MmE EATIZ003 | AINS-REGISTRATION FEES 1 of 1000 | CRO% 2.873.00
Tuition FOD407ES Bf3042003 | Kids College Tuition Payments 1 of 100 | FTo 183300
Tuition 10027472 TH202002 | tray 1 af 1000 | MM 7100
Tuition 10027670 THZ00: 1 af 1000 | MM -142.00
Tuition 0027674 i ns 1 of 1000 | e -BA.00
Tuition Foo42183 3| AIME-TUITION PAYMENTS 1 off 1000 | CROS B27.00
Tuition FO042520 SH2002 | 2002 Kids College Credit Cards | 2 af 1on | FTol 1241565
Tuition Foo4ezdl NHH200Z | AIMS-FALL FESTIVAL TUITIO 1 af 1000 | CROG 136500
0000 Sum:| 25.500.00 18.741.55
) Ite |Prog
Acct - Documen | Document | Transacti - — Seq
Code Account Title t Code Ref Num on Date Transaction Description Num :; C:d Budget Actuals
| [Frio000 | osice Supplies 10027672 THORZO00Z | july purchases 2 L L L 20.04
Office Supplies FOO43746 S312003 | Office supplies chgs-August E al” 1oz | FTol nze
10000 Sum: 0.00 332
- Ite |Prog
Acct - Documen | Document | Transacti - — Seq
Code Account Title t Code Fef Num on Date Transaction Description Num :; Ceod Budget Actuals
| [Frooo [Class Supplies Loaoood EAFZ00Z | P04 Budget Roll 738 af 1oz | DM 3,000.00
Clas= Supplies n0z7em TNZ003 | TGW Inc. of Wis. 1 of noz | e 48600
i Mla== Comelias L alybeiry seely) TN =nmnliar 1 1 n "2 LAl RN

COLLEGE BUDGET MANAGEMENT

Budget Basics

A budget is a plan commonly used for projecting and/or guiding the collection and use of financial
resources. A revenue budget represents a target of expected receipts and an expense budget represents
expected spending levels. A budget does not represent or measure actual receipts, expenditures or results
of operations. Actual financial receipts and expenditures are represented as year-to-date or “actuals”
amounts in financial reports. Budgets are prepared annually for each fiscal year, June 1 through May 31.
Only revenue and expense (Income Statement) accounts have budgets. Asset, liability and net asset
(Balance Sheet) accounts are not budgeted.

In the Banner system budgets are classified as either permanent or temporary. A permanent budget will
carry over to the following year while a temporary budget will not. A temporary budget transfer can be
used for a one time reallocation which will be ignored in the subsequent year’s budget. This all presumes
that the base starting budget for each year is the prior year’s permanent budget as of a selected date. Of
course, the actual permanent budget is composed of the initial base budget plus any administrative
modifications.

Practically speaking, when budget managers talk about their line-item budgets, they are often thinking in
terms of the entire reporting structure which would include the budget itself, year-to-date (actuals) and an
available balance. In financial systems, budget and actuals data are separate and distinct. This distinction
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becomes important when choosing appropriate methods for requesting transfers, corrections or

adjustments. Several examples of line-item budgetary data are described below:

Organization: 212260 - College

Fund: 100200 — Non-Personnel

Available
Year-to-date Balance
Account Account Title Budget (actuals) (Variance)
Revenue
500000 Tuition 25,000 23,500 1,500
570140 | Other Revenue 5,000 6,000 -1,000
EXxpense
700000 Office Supplies 3,000 1,500 1,500
710100 Postage 500 600 -100
710281 Travel 2,000 0 2,000

The Available Balance or Variance column displays the result of the Budget amount minus the Year-to-
date amount. For revenue accounts a positive number represents an unfavorable variance and a negative
number represents a favorable variance. For expense accounts a positive number represents a favorable
variance and a negative number represents an unfavorable variance.

Tuition: Budget of 25,000 and receipts of 23,500 resulting in an unfavorable variance of 1,500.
Other Revenue: Budget of 5,000 and year-to-date of 6,000 resulting in a favorable variance of -1,000.
Office Supplies: Budget of 3,000 and year-to-date of 1,500 resulting in a favorable variance of 1,500.
Postage: Budget of 500 and year-to-date of 600 resulting in an unfavorable variance of -100.

Travel: Budget of 2,000 with no expenditures resulting in a 2,000 favorable variance.

Budget Management Overview

A staff member is presumed to be a budget manager when given financial and/or operational oversight

over a department, project or activity that incurs financial transactions in the college’s financial records.
There is no official human resource or administrative category called “budget manager”. Each division
within the college must determine who has financial oversight responsibilities over specific operational
units and insure that appropriate training, access rights and expectations are established.

Assignment of budget management responsibility over operational units ensures that financial operations
are planned, controlled and properly accounted for in the college’s financial records. The financial
strength and health of the college is a direct result of the due care and fiscal responsibility exercised by
budget managers, especially in challenging financial years when it is essential to operate within
designated budgets. As responsible members of the college community, budget managers recognize that
the goals and objectives of the college take precedence over individual departmental or unit goals and
objectives.

Budget Manager Responsibilities
The following are general responsibilities of a budget manager:

o Be able to generate, understand and utilize financial reports necessary for monitoring and
managing financial transactions of assigned operational units, projects or activities.
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e Periodically review financial data for reasonableness and investigate and resolve unusual or
incorrect items.

e Follow college procedures and generally accepted accounting principles in approving forms,
records or documents which are used to produce financial transactions.

o Report expected material adverse variances from financial expectations to supervisory staff
and/or the divisional Vice President.

e Monitor expense charges for appropriate classification and inclusion in correct fiscal year and
insure that laws, regulations and college policies are followed especially for any applicable
sponsor or donor terms, conditions or restrictions.

e Respect and protect the confidentiality of information acquired in the course of financial
oversight responsibilities.

e Act ethically, honestly and responsibly in managing financial resources and information.

e Provide accurate, timely and complete information to the Finance Department and other
departments that process and feed transactions into automated financial systems.

Each division of the college should have procedures in place to communicate expectations and
responsibilities to appropriate staff.

Requesting Transfers, Adjustments and Corrections

Accounting adjustments in the form of transfers or corrections are common and necessary in the course of
normal business operations. The first step in requesting an adjustment is to determine whether a budget
or journal entry is needed. This choice may seem obvious to those with a financial background but non-
financial managers have a tendency to classify all adjustments as budget not recognizing the distinction
between budget and actuals. The criteria for requesting either a budget or journal entry is described
below.

A budget is a plan commonly used for projecting and/or guiding the collection and use of financial
resources. Budget entries create adjustments to the budgetary plan. A revenue budget represents a target
of expected receipts and an expense budget represents an authorized spending level. A budget does not
represent or measure actual receipts, expenditures or results of operations. Banner requires that budget
transfers be classified as either permanent or temporary. A permanent budget transfer will carry over to
the following year while a temporary budget transfer will not. Most line-item budgets that are not payroll
or endowment related are included in the roll-forward process.

A Journal Entry is used to adjust actual revenue or expenses earned or expended. Journal entries are also
used to adjust balance sheet accounts including assets, liabilities and fund balances. A common use of a
journal entry is to make coding adjustments where, for example, a particular fund, organization or account
incurred expenses that need to be recorded in a different fund, organization or account.

Banner has separate rules, requirements and systems for budget and journal entries. It is important to
classify an adjustment request correctly or distortions and unintended results will occur in financial data.
If classification is in question, it is recommended that either knowledgeable divisional resources be
consulted or the Finance Department.

The image below shows where budget and journal entry adjustments will impact financial data in a
typical Banner report like FGIBDST — Organization Budget Status.
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"ew Organization Budget Status Form FGIBDST 5.3 (CWIS)

Chart |_ g 212260 Caollege

Figeal Year I"_ ¥ Furnd o000 Mon-Personnel

Inde:: Frogram: 0z Public Service

r Cuery Specific Account Account:

= s counts Arcl Type:

A'budget entry Activity- [' A_journal entry

\_N|II phange data Wj T r \_N|II (_:hange data

in this column in this column

Acct Type  Title Ay Budget Y TO Activity Commitments Aorail Bal
Esoono |7 [Tuition 0,00 oo0 | 0.00 0.00 A
710000 [E [ofice s 3,000.00 92149 | 0.00 207851
710001 | | [ctass s | 000 | 32402 | 2.00 -324.82
710003 ]'_ |copient 0.00 0,00 0.00 0.00
io0sa | |5 Jomers 0.00 0.00 0.00 0.00
riooed | [E | [Printing. | 210000 | 1,017.64 | 2.00 108236 »|

MetTotsl | -seo000 [ 3peess [ 000

The recommended procedure for submitting a budget or journal entry is to use a Financial Entry Request
Form available on-line from the Finance Department webpage. Emailing a completed form to the
appropriate Finance Department contact is the most efficient method for submitting entries. The form
provides a standardized structure for collecting data elements required by the Banner system. Emailing
the file affords Finance staff the option of cutting and pasting data into Banner input forms whereas any
data submitted as a hardcopy must be completely rekeyed. The on-line form includes sample budget and
journal entries, Finance Department contacts and a frequently asked question section. Using the on-line
form, which is a Microsoft Excel file, has the advantage of subjecting data to certain rudimentary
validation checks meant to minimize errors or omissions. For example, a warning would display if a 5
digit organization code were entered rather than the required 6 digits as specified in Banner’s coding
structure.

Budget Development

The yearly budget development process includes an opportunity for each division to submit prioritized
lists of budget requests. Divisional lists are combined into a single college-wide list for evaluation and
funding recommendations by the President’s Cabinet (PC). Major funding criteria include the availability
of resources and fit within the college’s strategic plan priorities.

Proposals for budget items that are college-wide in nature are submitted to the PC separately and include
such items as tuition, fees, room and board revenues, gifts, endowment budgets, grant budgets,
wage/fringe budgets for existing staff, utilities, insurance, taxes, debt payments and corrective
maintenance.

Understanding and Managing Agency Funds

Agency funds are held in a custodial capacity by the college for faculty, staff, student organizations or
others closely aligned with the college’s mission. Agency funds are held in trust for others so do not
involve measurement of college revenues and expenses. Accordingly, financial activity, both inflows and
outflows, is usually recorded in a single assigned liability account. A running balance similar to a
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checking account is maintained. The standard Banner financial reports available to budget managers
apply to income statement accounts (revenue and expense) only so cannot be used to view Agency Fund
activity. Normally, in the case of Agency Funds, customized non-Banner reports must be created to allow
budget managers to view specific Agency Fund account activity.

An example of a college Agency activity is Discoveries International. This student led organization sells
products and generates payments for goods and services. All of Discoveries International’s financial
transactions are recorded in the college’s financial system as liability entries. A credit balance in the
Discoveries International’s liability account represents funds held in trust by the college while a debit
balance represents amounts owed to the college.

Any transfers, adjustments or corrections involving Agency accounts must be processed as journal
entries. Liability accounts are balance sheet accounts which are not budgeted. Since there are no
budgets, no budget transfers are possible. Also, financial transactions relating to balance sheet accounts
(assets, liabilities or net assets) require only a Fund and an Account to be processed in Banner whereas
transactions relating to the income statement (revenues and expenses) require a minimum of a Fund,
Organization, Account and Program.

Understanding Endowments

An endowment is a financial arrangement that can be used to provide long-term or even permanent
funding to the college. Endowments are a critical component of the college’s fund raising efforts and
significantly contribute to ongoing college financial resources. Typically endowments are targeted for
particular organizational needs such as student scholarships, endowed faculty chairs or supporting
academic programs. The terms “scholarship endowment” and “program endowment” are used to
distinguish an endowment’s purpose as relating to either student scholarships or support of other college
purposes.

There are three primary categories of endowments: true endowments, term endowments and quasi-
endowments.

e True endowments are funds where the principle or corpus is held in perpetuity and invested.
Only the return on investment may be used as a funding source.

e Term endowments are similar to true endowments except that all or part of the principle may be
used after a stated period of time or upon the occurrence of a certain event.

e Quasi-endowments are funds from which either the investment return or some portion of the
principal may be used as needed.

When donors agree to fund an endowment they enter into a legal agreement that spells out any special
conditions or donor stipulations. Although uniformity in donor agreements is simpler for the
administration of funds, many varieties of agreements are in effect to accommodate specific donor
stipulations and to broaden the pool of potential donors.

Endowment Asset Pooling

Endowment assets are invested in either a pooled or non-pooled method. Pooled assets are managed
similar to a mutual fund whereby individual endowments are accounted for separately yet funds are
commingled for investing and accounting efficiencies. Non-pooled assets are invested according to donor
stipulations which may involve specific types of financial instruments. Each participating pooled
endowment is assigned a number of units in the pool at the time the endowment is established. The
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process of calculating units in the pool per endowment is called unitization. The number of units is

adjusted monthly to include endowment additions.

Unitization Example based on a single endowment

Pool Market Value 10,000,000
Units 100,000
Market Value per Unit (pool market value / units) 100

If a new $15,000 endowment were added to the pool the number of additional units would be 150
($15,000 endowment / $100 market value per unit).

Unitization Example with added endowment

Pool Market Value 10,015,000
Units 100,150
Market Value per Unit (pool market value / units) 100
Units per original endowment 100,000
Units per added endowment 150

The market value of the endowment is the original donation plus additions plus investment earnings and
appreciation, less distributions and fees. Monthly market value is determined by summing the value of all
investment vehicles included in the pool. New pooled unit valuations are made by dividing the total
market value by the number of units.

Example Market value and pooled unit valuations

Starting Pool Market Value 10,000,000
Units 100,000

Market Value per Unit (pool market value / units) 100

Add: Investment earnings (interest and dividends) 80,000
Add: Earnings and appreciation (realized and 30,000
unrealized gains and losses)

Less: Distributions and fees -10,000
Ending Pool Market Value 10,100,000
Ending Market Value per Unit 101

Endowment Spending Policy

When a donor makes a gift to establish an endowment, two funds are created; a restricted fund
representing the fund’s principle (gifts and reinvested income) and a spendable fund which records
budgeted distributions and actual expenditures in accordance with the endowment agreement. The
budgeted distribution or amount available to spend is based on the college’s endowment spending policy.

The spending policy determines each fiscal year’s allocation of spendable funds. Spending policies are
typically based on the average of a set number of quarterly or monthly market valuations and are
expressed as a percent. The percent is applied to endowment valuations to calculate yearly spendable
allocations.

As an example, let’s say a spending policy uses an average market value of 12 quarters which amounts to
an average unit value of $75. Let’s also presume the institution has established a spending rate of 4.5% of
the 12 quarter average market value. An endowment with 150 units would generate an annual spending
amount of $506.25 (150 units x $75 (avg 12 qtr unit value) x 4.5%).
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Managing Endowment Activity

Each college endowment is assigned a unique Banner fund code to enable tracking of endowment
activity. There are several hundred endowment fund codes in the Banner system. When assigning
expenses to endowments, budget managers must be careful to use the endowment’s spendable fund code
as part of the fund-organization-account combination required to post expenses in Banner. Each
endowment fund’s particular Banner fund code is the key to tracking its financial transactions. Budgeted
spending allocations are generally coded to account 710995-Endowment Spending although they may at
times be spread to other accounts like salary and fringe accounts. Actual expenses are charged to
appropriate expense accounts such as Travel or Supplies.

Below is an example of financial data relating to an endowment that was allocated $5,000 in spendable
funds.

Organization: 123456 — College Operations
Fund: 129999 — Endowment 1

Available
Year-to-date Balance
Account Account Title Budget (actuals) (Variance)
Expense
700000 Office Supplies 1,500 -1,500
710100 Postage 600 -600
710281 Travel 0 0
710995 Endowment 5,000 5,000
Spending
Net Total 5,000 2,100 2,900

For expenses to be correctly charged to the endowment, the fund code of 129999 and org code of 123456
must be used along with the appropriate account for the particular category of expense (travel, supplies,
postage . . . etc.). In the example above, $5,000 was the designated spendable amount and $2,100 has
been expensed to date. For budget management purposes, it is important that the net total year-to-date
does not exceed the net total budget.

Fiscal Year-End

The close of each fiscal year involves preparation of financial statements in accordance with generally
accepted accounting principles. Year-end financial statements are audited by independent external
auditors who issue an opinion as to their fairness and conformity with accounting principles. The desired
result of an audit is an unqualified audit opinion. Anything else could adversely affect the college’s
accreditation, credit rating, recruiting and reputation.

The audit includes an examination of evidence supporting amounts and disclosures in the financial
statements as well as assessing accounting principles used. Auditors conduct the bulk of their work on
site during several weeks following the May 31 end of each fiscal year. In order to close the year and
prepare financial statements in a timely manner, budget managers must expedite any paperwork involving
receipts and disbursements relating to the year being closed. Delays can extend the audit timeline
resulting in extra staff work and likely add to audit costs.
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The college uses the accrual basis of accounting requiring various year-end accounting adjustments
including accruals and deferrals. To assist with timely preparation of year-end entries, cut-off dates will
be publicized for certain types of transactions. For example, the Accounts Payable function will have cut-
off dates for payment of vendors and payment of staff travel reimbursements. The Payroll Department
will issue cut-off dates for time sheets. After the cut off dates, transactions will no longer be posted to the
year being closed.

In the case of vendor payments, expenses are generally charged to the fiscal year in which goods or
services are received regardless of when the actual cash disbursement is made. Budget managers should
take care when ordering goods or services near year-end to insure that delivery occurs within the fiscal
year that expenses are intended to be charged. In no case is it appropriate to charge an expense to a fiscal
year solely because budget is available. The facts and circumstances of the transaction and correct
accounting treatment take precedence over budget availability.

Special accounting consideration must be given to transactions that relate to more than one fiscal year
such as service agreements, annual or multi-year contracts or license agreements. Due to the variety and
complexity of year end expense situations, judgment and discretion must be used on the part of finance
staff and auditors in terms of apportioning expenses to fiscal years. For transactions that don’t fit neatly
or cleanly into a particular fiscal year, the principles of fairness and consistency may be considered as
well as materiality, efficiency and historical precedence.

CASH MANAGEMENT

Deposit of Receipts

Cash represents one of the college’s most sensitive assets. In order to insure appropriate accounting and
safeguarding, necessary controls must be in place. The following deposit of receipts policy supports
appropriate cash controls:

Policy: Deposit of Receipts

In consideration of sound business practices and internal financial controls, St. Norbert College
requires that all receipts (cash, checks, money orders or other financial instruments) be
transmitted to the Bursar Office on a timely basis. This policy helps the College optimize cash
flow, maximize short-term investment income, safeguard assets and reduce administrative
burdens associated with stale-dated checks and cancelled credit cards.

It is preferred that all receipts of the college be hand-delivered to the Bursar Office daily, but
never later than within five business days of receipt. Any College funds held by a department
should be stored in a secure, locked area. If a department does not have a secure locked area,
transmittals should be made to the Bursar Office daily. Unless special arrangements have been
made, any department or employee accumulating $1,000 or more should make a transmittal to
the Bursar Office within the day.

For audit, documentation and accountability purposes, it is required that any physical transfer of
funds to the Bursar Office be accompanied by a Deposit Transmittal Form or other written
documentation indicating the following:

e Transmittal date
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Transmitting department

Breakdown of cash, coin, checks . . . etc., including a grand total

Source and/or purpose of funds

Banner system coding (fund, organization and account) to which deposit is to be applied
Signature of person responsible for deposit

All deposits should be hand delivered to a Bursar Office employee who will provide a receipt
for transmitted funds. Deposits should not be routed through internal mail or placed on the
Bursar Office counter. Obtaining a receipt is very important to protect both depositors and the
Bursar Office.

Deposit transmittal forms can be accessed from the forms link on the Finance Department web page.

Petty Cash

Petty cash funds have been established at various locations on campus for the purpose of reimbursing
individuals for small, incidental business related expenses. The recommended maximum reimbursement
amount is $30. For administrative efficiency, petty cash is the preferred method of reimbursement of
expenses under $10. Each petty cash fund is assigned to a custodian who has responsibility for
appropriate administration and safeguarding of the fund.

Petty cash funds are to be maintained on an imprest basis meaning that the sum of cash on hand plus
receipts or other documentation of disbursements must equal the total authorized fund amount. Written
documentation including original receipts should be maintained for each petty cash payout. Ata
minimum the documentation should include the name of the individual receiving cash, the business
purpose and/or itemized list of purchases for which petty cash is being requested, amount, date and
banner coding for charging the expense. For audit purposes, original receipts or a written explanation of
why there is not an original receipt should be maintained for each payout.

Custodians are responsible for restricting access and safeguarding funds. For internal control purposes,
finance department staff may make periodic unannounced audits of petty cash to verify balances and
supporting documentation.

Establishment of petty cash funds or changes in amounts must be approved by the Director of Finance. To
insure appropriate control and accountability, the Director of Finance should be notified whenever a
change of custodian occurs.

Petty cash funds have been established at the following campus locations:
e Admissions
Schuldes 125
Sensenbrenner-lower
Bemis 306
Boyle Hall 333
Facilities 121
Human Resources
Campus Center 334
Union - Mail Center
Main Hall 107
Res Life
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e JMS 303

Change Funds

Change funds are essentially cash advances from general college funds to custodial departments for the
purpose of making change. The amount of a change fund remains constant and does not require periodic
reimbursement. Change funds may not be used to make petty cash disbursements or other cash advances.
Custodians are responsible for restricting access and safeguarding funds. For internal control purposes,
finance department staff may make periodic unannounced counts of change funds to insure proper
accountability is being maintained.

Establishment of change funds or changes in amounts must be approved by the Director of Finance. To
insure appropriate control and accountability, the Director of Finance should be notified whenever a
change of custodian occurs.

Change funds have been established in the following campus locations:
e Schuldes 125

Todd Wehr 127

Cofrin 328

PAC

Kress Inn

Mail Center

Union 124

Check Cashing
As a convenience to students and staff, certain types of checks may be cashed on campus.

Procedures/rules for students

o Student ID is required for all check transactions.
Payroll checks will not be cashed on Campus.
Personal checks (one party only) may be cashed up to $25. There is a 25 cent fee.
Parent-to-student checks may be cashed up to $50. Proof of same name or address required.
A $30 service charge applies to all returned checks.

Procedures/rules for employees (non-student)
e $50 limit per day
o Personal checking account only (no two-party checks).
e A $30 service charge applies to all returned checks.

Checks can be cashed at the Campus Center or the Bursar Office (Todd Wehr 127).

PURCHASING AND CASH DISBURSEMENTS

The overarching goal of campus purchasing activity is to maximize the value of goods and services while
providing honest, ethical and responsible stewardship of financial resources. Once purchases have been
made, appropriate procedures must be followed to verify the receipt of goods or services, make timely
payment to vendors and establish appropriate documentation for audit and accountability purposes.
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There are several available methods of paying for college related expenses. Petty cash and travel and
expense reimbursements are available to reimburse staff for out-of-pocket business related expenses.
Direct payment to vendors can be made through the Accounts Payable system or college purchasing cards
may be used to pay certain types of expenses where appropriate.

Decentralized purchasing and receiving

The college does not have a purchasing director or a central purchasing office or system. Instead, the
college uses a decentralized purchasing system which bestows considerable flexibility on departments and
budget managers in making purchasing decisions. Although the benefits of centralized purchasing such
as standardized procedures and coordinated group purchases are not always realized, decentralized
purchasing allows for quicker purchases with less red tape and without the costs associated with
centralized purchasing.

The college also does not employ a centralized receiving system. Budget managers and departments
making purchases have the responsibility of verifying the receipt of goods and services and resolving
discrepancies with vendors.

Purchasing related policies

Although budget managers and departments have considerable flexibility in making purchasing decisions
the college does have several policies in place for specific types of purchases which must be considered
where appropriate.

Contracts for goods or services policy

Purpose: The purpose of this policy is to ensure that all contracts or agreements that legally obligate
the College for payment or that require a commitment for action or non-action from the College are
reviewed and executed by an appropriate authority.

Scope: The term contracts as used in the policy means all contracts, leases, agreements, memos of
understanding, vendor terms and conditions, letter agreements or other written instruments that may
legally obligate the College to pay money, take action (e.g., provide certain services) or refrain from
taking action (e.g., non-competes or exclusive deals). Included in this policy are gift instruments such
as endowment agreements, annuity agreements, and other such arrangements where the College has a
specific obligation related to the gift. All contracts or agreements that legally obligate the College for
payments in excess of $2,000 or require a commitment from the College for a period of more than one
year must be in writing. This policy does not include employment contracts and letters, which will be
processed through Human Resources.

General Procedure:
1. All contracts, regardless of financial obligation or length of commitment, should be reviewed by the
initiating College employee for the following:
e - The nature and scope of the obligation placed upon the College
- Appropriate indemnification of the College
- Any limitations on vendor responsibility for defective products
- Any hidden termination costs
- Any language indicating one-sided responsibility for lawsuits
- Unintended transfers of copyright ownership
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e - Any other contract language that may place unintended financial or other obligations on
the College
All contracts requiring a certificate of insurance listing the requester as an additional insured must be
forwarded to the Director of Insurance and Property Management for approval prior to signing the
contract.

A summary of this review must be retained by the initiating College employee. In addition, this
summary must be attached to all contracts submitted to Vice Presidents for approval. (See steps 3 and
4 below.) The Vice President responsible for approval (or the Vice President for Business and Finance
or the President in the cases of contracts of $10,000 or more) will determine if additional legal review
by the College’s attorney is necessary.

2. All contracts that legally obligate the College for payments of less than $5,000 or that require a
commitment for action or non-action from the College for a period of less than one year may be signed
by the appropriate department director, discipline coordinator, associate vice president or associate
dean.

3. All contracts that legally obligate the College for payment in excess of $5,000 but less than
$10,000, or that require a commitment for action or non-action from the College for a period of more
than one year must be submitted in writing to the Vice President of the area for approval and
signature. The Vice President of the area may assign or delegate responsibility for the review and
signature of these contracts.

4. All contracts that legally obligate the College for payment of $10,000 or more must be submitted
first to the Vice President of the area for review and comment, and then to the President or the Vice
President for Business and Finance for approval and signature.

5. A file copy of all contracts approved by a Vice President will be maintained in the Vice President’s
office.

6. Executed contracts will be returned to the initiating College employee.

Vehicle Rental Policy

Drop off/Pickup For Local Rentals: The following policy has been written to provide a clear and
concise process for locally renting vehicles from Enterprise Rent-A-Car (Enterprise). All employees
must comply with this policy for continued privileges of renting and/or driving a rental vehicle. St.
Norbert College has a Corporate Account with Enterprise, and would prefer that all rental requests
start with them, except in the event when a larger vehicle such as a bus is necessary. No vehicle larger
than an 8-passenger mini-van is allowed to be purchased or rented at any time for the purpose of
transporting people. You must be 21 to drive a rental vehicle from Enterprise.

Renting (locally) and Delivery/Drop Off of Vehicle from Enterprise: College employees who rent
a vehicle which is to be delivered to and dropped off on campus need to make the arrangements
directly with Enterprise Rent-A-Car, (920) 592- 8888, referencing St. Norbert College and account #
N68150. The drop off location can be anywhere you choose, as you must inspect the vehicle prior to
signing for it. If the rental vehicle is to be parked on campus overnight (after 2:00 a.m.) before it is
used, it must be parked in the Kress Inn lot- Lot 14. Any fines and/or additional fees that rental
vehicles incur will be charged to the person or department responsible for the vehicle. Prior to
accepting and signing the rental agreement the vehicle MUST be inspected for damage. Krees Inn
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employees will not accept (sign for) any rental vehicles. Any fines, additional fees, and/or insurance
deductibles that rental vehicles incur will be charged to the person or department responsible for the
vehicle.

Pick up by Enterprise: When the employee returns to campus with the rental vehicle, the vehicle
needs to be parked within the Kress Inn lot-Lot -14. The employee must notify Enterprise that the
vehicle has been returned to campus and is available for pick up (The Kress front desk is not
responsible for contacting Enterprise regarding pick up of the rental). Should the employee not notify
Enterprise of the vehicles return, any additional daily charges will be the responsibility of the renter's
department. Additionally, the employee must complete and sign the Rental Vehicle Information log
located at the front desk when dropping off the keys. Failure to follow this policy could result in the
rental vehicle being ticketed or towed, and/or your vehicle rental privileges suspended.

Employee Personal Vehicle: If the employee’s personal vehicle is to be parked on campus overnight
(after 2:00 a.m.) any given day of the week, the employee’s vehicle MUST be parked within the Kress
Inn lot —Lot 14. You will need to contact the Parking office (ext. 3948) with your vehicle information
and the length of time your vehicle will be parked in this lot. Any employee vehicle that is parked after
2:00 a.m. in a No Overnight — No Parking 2-6a.m. lot (JMS, PAC, Admission, Third Street North,
Schuldes West) will be ticketed and possibly towed (if weather conditions warrant) at the owner’s
expense. These fines can not be appealed.

ADDITIONAL DRIVING POLICIES: « Any persons driving either a Campus owned vehicle or a
renting a vehicle in the capacity of a St. Norbert College employee must have taken the College’s
Defensive Driving course. Contact Pat Dart, Department of Risk and Property Management @ 403-
3066 for information on the defensive driving course. St. Norbert College driving privileges will be
revoked for any one or combination of the following situations:

* Arrest made for drunk driving

« Excessive driving violations

« Involved in an accident while on a cell phone

« Failure to contact the local police and St. Norbert College if involved in an accident with
a St. Norbert College vehicle or rental. (Every accident regardless of the damage dollar
amount estimate must be reported to both the local police and St. Norbert College,
Department of Risk and Property Management, 403-3066.)

Independent Contractor Policy

It is very important that individuals providing services are correctly classified as employees or
independent contractors. Generally, an employer must withhold income taxes, withhold and pay
Social Security and Medicare taxes, and pay unemployment tax on wages paid to an employee. An
employer does not generally have to withhold or pay any taxes on payments to independent
contractors. Penalties for misclassifying employees as independent contractors, or consultants, may be
severe and can include back taxes, penalties and interest, unemployment and workers' compensation
liabilities and retroactive fringe benefits.

There is no set definition of the term "independent contractor" and as such, one must look to the
interpretations of the courts and enforcement agencies to decide if a worker is an employee or
independent contractor. The college’s Independent Contractor Policy is on the Human Resources
website and requires a St. Norbert College login and password.
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Recommended suppliers

The college has, through its affiliation with the Wisconsin Association of Independent Colleges and
Universities (WAICU), secured discounted pricing for certain goods and services with specific suppliers.
Budget managers are encouraged to utilize the WAICU discount programs.

WAICU Office Supplies Program: The college participates in the WAICU Office Supplies Program
which offers the opportunity to receive reduced prices on products and to realize increased efficiencies
relating to office supplies management. Through a competitive process, Staples Business Advantage was
selected as WAICU’s business partner to provide this program. Staples offers attractive prices, savings
incentives and an array of on-line and customer services that will benefit St. Norbert College. Contact the
Copy Center with questions about the WAICU Office Supplies Program.

WAICU Travel Solutions Program: This WAICU program uses Marathon Travel and Cruise Shops to
provide discounted travel services. Marathon Travel can be contacted at 1-866-449-2428. More
information is available at J:\HR\Public\WAICU Benefits\ WAICU Travel Emp Bene.doc

Interdepartmental sales and purchases

For accounting and financial statement purposes, revenue is defined as any transaction which results in an
increase in the current financial resources (i.e., net assets) of the college as a whole. While sales to
external parties generate revenue, interdepartmental sales do not add any new dollars to the college, they
just increase the net assets of the selling department and decrease net assets of the purchasing department.
Since interdepartmental sales and purchases do not increase the college’s overall financial resources they
are not recorded as revenue to the selling department.

When interdepartmental sales and purchases occur, an expense is recorded in the purchasing department
and a contra-expense (negative expense) is recorded in a departmental charges account (710260 —
710266). A negative expense has the same accounting effect as revenue.

Since transactions are internal there is no need to use a requisition to generate a check as would normally
occur with an external vendor. There are banking costs associated with issuing and depositing checks that
are not necessary in cases of internal sales and purchases. A journal entry can be initiated to record the
necessary accounting entries. For example, if one department purchased event tickets from another
department a journal entry could be made debiting the appropriate expense account of the purchasing
department and crediting the appropriate departmental charges account of the selling department.

Cash disbursements through Accounts Payable

The primary purpose of the Accounts Payable (A/P) department is to pay the college’s bills in a timely
manner. Generally, a standard Requisition Form is used to document and authorize payments. Use of the
standard form, available from the Finance Department website, is strongly encouraged. Using the form
increases efficiency by providing a uniform structure for collecting data elements required by automated
systems. Payments can be processed faster and with fewer errors or omissions. Payment requests
received without all of the necessary authorizations, coding, documentation or other payment
requirements will cause delays and may result in errors or miscommunications.

Standard accounting procedures require appropriate authorization and supporting documentation in
support of payments. Documentation should be in such form as to justify an expense to an inquiry by an
auditor or tax authority. Usually a supplier’s invoice is considered acceptable supporting documentation.
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The requesting budget manager or department has primary responsibility to insure that appropriate
authorization and supporting documentation is included with any payment requests.

The Accounts Payable department normally prints checks once a week on Thursdays. Variations in the
payment cycle may occur in the case of holidays or other special circumstances like the closing of a fiscal
year. The normal deadline for a payment request to be included in a check run is noon on the Wednesday
preceding a check run.

Purchasing Cards (P-cards)

Employees with a demonstrated business need may be eligible to receive a college issued P-card. These
cards function similar to standard credit cards but may allow the college to receive a rebate under certain
conditions. The college’s P-card policy including application procedures, usage guidelines and other
information is listed below:

Purchasing Card (P-Card) Policy
General Policy
Employees with a demonstrated business need may be eligible to receive a College issued p-card. Cards
may be issued if one or more of the following criteria apply:
o Employee is engaged in frequent business related travel
e Employee is engaged in frequent off-campus business
o Employee makes frequent purchases of low-dollar value items

P-Card Application Procedure
Requests for College p-cards should be made on a Purchasing Card Agreement form available from the
Finance Department.

e Cards should only be issued in cases where a legitimate business need exists

e Approval by the appropriate divisional Vice President is required

Guidelines for Card Use
P-cards are to be used for official College business only. Prohibited purchases include:
e Cash advances (ATM machines)
e Non-business (personal) goods or services
e Capitalizable items (generally, items with a life greater than one year and a cost $1,500 or
greater)

The card will be rejected if used for a prohibited purchase. If a card is rejected and it is not for a
prohibited purchase please call the Finance Department at 920-403-3961.

Dollar Limits

Each cardholder will have a per-purchase and monthly limit. The per-purchase limit will be $1,499 on
most cards, with a few exceptions. The monthly limit amount will be requested by the cardholder and
approved by the cardholder’s supervisor and the Finance Department. Once set, the card will reject
purchases for amounts greater than the limits. A temporary increase in the credit limits can be arranged,
where appropriate, by contacting the Finance Department at 920-403-3961. Under no circumstances
should a transaction be split into two separate receipts to bypass the single transaction limit.

Sales Tax
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St. Norbert College is tax exempt. The tax exempt number is printed on the bottom of the p-card. This
number should be provided by the cardholder to the supplier. Sales tax should not be charged on any
Wisconsin purchases.

Documentation Requirements
Individuals will receive copies of monthly charge statements and must promptly submit a MasterCard
Payment Approval form to the Finance Department indicating accounts to be charged:

e Original receipts must be included. In the case of internet purchases, a printout of the order form
from the web site is an acceptable substitution for an original receipt. If receipts cannot be
provided, a written explanation must be supplied.

e Any disputed items must be noted. The cardholder is responsible for dispute resolution.

e A written description of the business purpose of each charge must be provided. In the case of
entertainment/hospitality expenses, the names and titles of those being entertained must be
included.

e MasterCard Payment Approval forms including valid and complete accounting information,
receipts, and approvals must be returned to the Finance Department by the 15" of each month.

MasterCard Payment Form Approval/Authorization
Cardholder: Cardholder’s signature is required to certify that charges are in compliance with College
policies:

e Cardholder must sign and date a MasterCard Payment Approval form

e Use of a signature stamp or signing another person’s name is not allowed
Approver: Approvers have primary responsibility for insuring that MasterCard Payment Approval forms
are submitted in accordance with College policies. This includes reviewing accompanying
documentation for completeness in support of charges. Missing, incomplete or inadequate documentation
should be resolved with cardholders prior to submission of MasterCard Payment Approval form to the
Finance Department.

e The Approver must have authorization to sign for the account(s) being charged

e The Approver cannot be the cardholder

e Whenever possible, the Approver should be the cardholder’s direct supervisor

e The Approver should not report to the cardholder

Audit

P-card accounts are subject to periodic internal control reviews and audits designed to protect the interests
of St. Norbert College. The cardholder may be asked to produce the card to validate its existence and
produce statements and receipts to verify appropriate use.

Merchants That Do Not Accept the Card
Not all suppliers accept P-Cards. If this happens, choose an option below:
e Make sure the supplier understands that the purchasing card is treated (processed) the same as
any personal charge card
e Choose another supplier
e Complete the transaction using an alternative purchasing procedures such as completing a
requisition and forwarding it to Accounts Payable for payment

Disputed Items
In the case of a disputed charge, first contact the supplier and try to reach an agreement. Most disputes
can be resolved between the cardholder and the supplier directly. If you are unable to reach an agreement
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with the supplier please contact JP Morgan Chase customer service at 1-800-316-6056 within 60 days of
the statement date.

Lost or Stolen Cards
If a card is lost or stolen, the cardholder must immediately call the card issuer at 1-800-316-6056 and the
Finance Department at 920-403-3961. Prompt notification will reduce exposure to unauthorized charges.

Cancellation of Cards
If a credit card is to be cancelled, it should be turned in to the Finance Department. Supervisory staff
should make sure credit cards are returned upon staff termination.

Charge card Policy Misuse
Misuse of charge cards or other failure to adhere to credit card policies may result in card revocation
and/or appropriate disciplinary measures. The two most common issues relating to credit cards are non-
business purchases and failure to promptly and correctly file MasterCard Payment Approval forms.
Cardholders should keep in mind the following:

e Cards are to be used for business purposes only

o ltisillegal to use a College credit card for personal purchases to avoid payment of sales taxes

e MasterCard Payment Approval forms including valid and complete accounting information must

be returned to the Finance Department by the 15" of the month

Travel and Expense Reimbursements

Employees may be reimbursed for reasonable and necessary business expenses. In keeping with IRS
accountable plan rules, proper documentation must be provided in support of expense reimbursements.
The college’s travel and expense reimbursement policy is listed below:

General Policy
St. Norbert College will reimburse employees for reasonable and necessary expenses incurred in
conjunction with job related responsibilities.

Reimbursement requests are not to be submitted for items provided free of charge, not personally paid for
by the requestor, reimbursed by another source, or which will be paid or reimbursed by another source.
Any reimbursement which is received by the requestor from another source for items reimbursed by the
College shall be returned to the College.

IRS Requirements
Reimbursement procedures must comply with IRS Accountable Plan rules in order for travel advances
and reimbursements to be considered non-taxable income to employees. St. Norbert College does not
have a per diem policy. Without proper documentation, advances and reimbursements must be reported
as income on an employee’s W-2 form. Accountable Plans must meet the following requirements:
e Advances and reimbursements must be made for business related expenses only
o Requestors must provide written substantiation of expenses within a reasonable time. St Norbert
College requires reimbursement requests to be made within 30 days of the associated expense.
¢ Employees must return any advance amounts in excess of properly substantiated expenses within
a reasonable time after incurring expenses. St Norbert College requires return of excess advance
amounts within 30 days of associated expenses.

J:\BusOff\Clark\Training\financial-procedures-guide.docxLast saved by clarkm
6/1/2011 3:17 PM Page 32 of 34



Meal Reimbursement Guidelines
Meal expenses, including gratuities, will be reimbursed at actual costs up to established
maximums as listed below:

| Breakfast: $10.00 | Lunch: $15.00 | Dinner: $30.00 |

In cities with populations exceeding 1 million the maximum dinner allowance is $50. Business meals are
defined as meals taken with students or colleagues where specific college related business discussions
take place or meals are due to college related travel. Exceptions to maximums may be allowed with the
approval of the employee’s supervisor.

Documentation Requirements
Reimbursement requests should be submitted on the standard Travel Reimbursement/Advance Request
form. Using the form insures collection of necessary documentation in a standard and consistent format.

e Original receipts must be included for any item exceeding $10.

o Lodging receipts must be itemized. Credit card receipts, statements or cancelled checks are not
sufficient to satisfy itemization requirements.

o Reimbursement requests for entertainment or hospitality expenses must include a description of
the business purpose and names/titles of those being entertained.

o If receipts cannot be provided (such as taxi or parking meter charges), or were misplaced, a
written explanation should be provided (receipts are only required for items over $10).

Approval/Authorization
Requestor: Requestor’s signature is required to certify that reimbursement requests are true, correct and
in compliance with the policies of the College

e Requestor must sign and date form

e Use of a signature stamp or signing another person’s name is not allowed
Approver: Approvers have primary responsibility for insuring that reimbursement requests are submitted
in accordance with College policies. This includes reviewing accompanying documentation for
completeness in support of reimbursement requests. Missing, incomplete or inadequate documentation
should be resolved with requestors prior to submission of expenses for payment.

The Approver must have authorization to sign for the account(s) being charged
The Approver cannot be the requestor

Whenever possible, the Approver should be the requestor’s direct supervisor
The Approver should not report to the requestor

Non-allowable Expenses
Expenses submitted for reimbursement should be reasonable, necessary and business related. The
following list of non-allowable expenses is not intended to be all-inclusive:
e Expenses not related to College business
e Travel costs of spouses or family members (unless spouses or family members are employees on
official college business)
Personal entertainment
Traffic citations, parking tickets and other fines
Kennel fees
Excess cost of circuitous or side trips for personal reasons
Childcare costs
Extra costs for additional person(s) in room
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e Lost/stolen cash or personal property

Travel Advance
General
Travel advances may be requested to cover reasonable out-of-pocket expenses relating to official College
travel. Advances should not be requested for lodging, conference fees or other substantial costs that can
reasonably be prepaid or invoiced. Where feasible, direct payment to vendors is encouraged. A travel
advance will be recorded as a receivable in the requestor’s department until cleared with a Travel
Reimbursement/Advance Request form documenting appropriate expense accounts.
Advance Request Requirements
e Advances should be requested at least 7 days prior to travel
o Anemployee may have only one travel advance outstanding at any given time
e Travel advances are to be requested on a Travel Reimbursement/Advance Request form. Check
the Advance Request box and print “TRAVEL ADVANCE” in the description row. Complete
the rest of the form.
Expense Reimbursement Requests Associated with Travel Advances
e Travel advances must be indicated and deducted from total travel costs on a Travel
Reimbursement/Advance Request form.

Expenses > Advance Expenses < Advance Expense = Advance

Amount due employee Amount due College from No amounts due.

employee

Receivable cleared, expenses
charged to appropriate accounts
and payment made to employee.

Receivable cleared, expenses
charged to appropriate accounts
and employee to return excess

Receivable cleared and expenses
charged to appropriate accounts.

advance funds.

e Any unused travel advance funds along with a completed Travel Reimbursement/Advance
Request form must be received in the Business Office within 30 days of the associated travel.

Travel and Expense Reimbursement Policy Changes
Changes to the travel and expense reimbursement policy must be approved by the Vice President of
Business and Finance.
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