General Purchasing and Payables
I. Purchase Request (PR)
a. A PR must be submitted for all expenses

b. All PRs need to be submitted through the CoSW PR portal
i. Access to the portal: https://socialwork.uky.edu/purchase-request-form/

c. PRs need to be submitted at least 7 calendar days prior to the need for execution. If submitting a PR for overnight travel, please submit as early as possible, but at least 10 days prior to the need to arrange travel

d. Purchase Requests must include a clear business purpose.  The business purpose is a statement that adequately describes the expense as a necessary, reasonable, and appropriate business expense.  Documentation of a clear business purpose is required so that an approver, reviewer and/or auditor may reasonably conclude and agree that the expenditure supports or advances the goals, objectives, and mission of the University and/or associated grant independent of any pre-existing knowledge about the project, destination, or traveler. Providing a valid business purpose is a requirement.
The 5 “Ws” (Who, What, Where, When, and Why) can help you determine if the expense meets the criteria of a University business purpose. These should be addressed in the Business Purpose section.

· Who: The documentation must note specifically who the expense is for. 
· What: The University needs to know what type of event or activity occurred, or what was purchased. All receipts or invoices should be itemized. 
· Where: Document where the business activity took place. 
· When: Document when an event occurred. 
· Why: Most importantly, substantiate why the expenses are reasonable and appropriate for the university. The “Why” should include the primary reason for the expense 

e. Process 
i. Requester completes PR at https://socialwork.uky.edu/purchase-request-form/
ii. Requester selects an account type when completing the PR.  Workflow is dependent on the account type selected
1. Grants will route to the PI (or their delegate) and the Business Officer
2. Professional Development will route to the requester’s Supervisor and the Business Officer
3. Continuing Education will route to the Centers & Labs Executive Director and the Business Officer
4. Professorships, Start-Ups, and General college account PRs route directly to the Business Officer
iii. The Business Officer will list the person to be contacted for next steps in processing payments or fulfilling orders.  Additionally, the Business Officer will list the ten-digit account number and expense type/number.  This information will be in the Notes/Comments section of the approved PR
iv. Once a requester has received the fully approval Purchase Request, they will be responsible for communicating with the processor/purchaser.   The processor/purchaser will need the approved PR and all other documentation related to the purchase or expense. 

f. Travel Related PRs
i. Purchase Requests for overnight travel should be submitted as soon as an identified need to travel arises, but at least 10 days prior to the need to make travel arrangments
ii. All travel expense estimates should be listed on one PR. This includes, but is not limited to, airfare, lodging, ground transportation, baggage, per diem, registration, and mileage.
iii. The business purpose on the PR needs to clearly define the following: who is traveling, travel dates, the destination, the purpose of the travel, and how the travel benefits the university/project
iv. Attach any relevant documentation to the PR when it is submitted (e.g., sponsor approval for out-of-state travel, request to speak from conference host, etc.)

g. Non-travel PRs
i. Purchase Requests for non-travel should be submitted to allow 7 calendar days for processing.  
ii. Attach complete and relevant documentation.  Common forms are listed below.
1. Quote (if available) for tangible goods
2. Worker Status Evaluation Form and IC/Scope of Work Form for Independent Contractors
3. Honorarium Payment Form  (not allowed on grants)
4. [bookmark: _GoBack]Payments To or On Behalf of Students (PBS) Form (not related to tuition/trainee fellowships)
5. PI Authorization Form for Incentives & Research Subject Payments
6. If you are unsure which forms or documents to attach, please reach out to a Business Officer.

II. Procurement Cards (Procards)
a. All transactions on a Procard are subject to a $5,000 one-time transaction limit. If you know an invoice total is over $5,000, make sure to include additional time to process the payment.

b. If a procard is used to complete a payment transaction, the approved PR, itemized receipts, and all other relevant documentation needs to be sent to the department procard administrator.  
i. Failure to submit receipts and other documentation to the department procard administrator within a timely manner (within 3 business days) will result in the rejection of future purchases

c. Procards are assigned to transactions based on expense function. Below is the most recent Procurement Card Function Chart for the CoSW (last updated ______)

i. Function chart link: (insert here)

III. Contracts for Goods and Services

a. Independent Contractors
i. Definition - Independent contractor: An individual who offers services to the general public on a consistent basis and must also meet the following conditions:
1.  An independent contractor cannot be a current University employee and must not have been paid as an employee within the preceding twelve months. (Payments from the University will be documented by the issuance of an IRS Form 1099.) 
2. Provides services to the University through a written scope of services.
3. Renders a service to the University for a specified time period and a specific amount of compensation.
4.  Performs services for which the University does not have the authority to control the methods used to accomplish the results.
ii. Necessary Forms
1. Worker Status Evaluation Form  (complete, sign as contact, attach to PR).  The Business Officer will sign and secure HR approval
2. IC/Scope of Work Form  (work with the potential contractor to complete, have them sign the form, attach to PR).  Approving signature on this form will occur through the PR process
3. Invoices for services should be submitted to the employee working with the contractor (typically the PR requester).  Approved PRs, all relevant forms, and invoices approved by the programmatic contact should be sent to the payment processor responsible for payments to individuals.
iii. Payment Timeline – If all necessary forms were pre-approved, contractors should expect payments via check within 4-6 weeks of invoice submission.  Additional processing time will be added if all pre approvals were not secured

b. Vendor-Initiated Contracts- Contracts created by individuals/vendors for services provided MUST be sent to Purchasing for review and approval.  No one within the College of Social Work has the authority to sign a vendor-initiated contract without prior written approval from Purchasing.
i. Process	
1. Submit Purchase Request and attach the vendor initiated contract
2. If the contract is with an individual, a Worker Status Evaluation Form  must also be attached to the PR
3. The Business Office will submit the contract to Purchasing for review and approval
4. Communications about needed changes will occur between the business officer, UK Purchasing, and the contractor.  The requester will be included on these communications.
5. Once fully approved, a Purchase Order will be set-up with the vendor
6. As work is completed and according to the terms in the contract, contractors should submit invoices to the individual overseeing the work (typically the PR requestor) and reference the PO number on the invoices.
7. The individual overseeing the work should forward approved invoices to the person referenced on the original PR as the payment processor.

ii. Payment Timeline – If all necessary forms were pre-approved, contractors should expect payments via check within 4-6 weeks of invoice submission.  Additional processing time will be added if all pre approvals were not secured

c. University Price Contracts 
i. UK establishes university-wide contracts when it is determined there is a continuing need for certain types of products or services. 
ii. These lists and information about commonly purchased items can be found at UK Purchasing - Price Contracts.  Price contracts are listed by commodity and vendor.

d. Personal Service Contracts - are defined as: “… An agreement whereby an individual, firm, partnership, or corporation is to perform certain services requiring professional skill or professional judgment for a specified period of time at a price agreed upon.” Professional services are defined as: “…any type of personal service to the public which requires as a condition precedent to the rendering of such service the obtaining of a license or other legal authorization…” 

i. Personal Service Contracts require additional processing time and require approval by the Government Contract Review Committee.  The policy links below detail these timelines and the necessary forms.  The Business Officer will assist in facilitating the completion and submission of these forms when a Purchase Request is submitted that requires a PSC.
ii. Examples of contracts NOT considered PSCs (not inclusive): Maintenance contracts, Hazardous Waste Removal, Temporary/Recruiting Service, Honorariums, Visiting Speakers, Entertainers, Concessions, Laundry, Towing, Performing Artists

B-4: Personal Service Contracts

IV. Employee Reimbursements for Unexpected Expenses (non-Travel related)

a. Employees purchasing business items out-of-pocket should be a rare occurrence but it is understood that it does happen in emergency situations
b. Employees seeking reimbursement for an out-of-pocket expense for the first time need to be added to the University’s vendor database.  That can be done here.
c. Employees should complete a Purchase Request and attach a completed Request for Employee Reimbursement form and the itemized receipt clearly showing the expense was paid
