PAGE  
PROCEDURE

	
	
	
	PAGE


1
	SUBJECT
	PROCEDURE:
	REIMBURSABLE PURCHASES UP TO $300
	P5.126-

	LEGAL AUTHORITY
	P6Hx23-5.126
	
	5/5/23
Revision #23-5



P6Hx23-5.126  PROCEDURE: REIMBURSABLE PURCHASES UP TO $300


I.
Purchases concerning reimbursements to employees is limited to a maximum of $300 to prevent burdening employees with College expenses and ensure utilization of the College’s sales tax-exempt status.  


A.
Approval from the budget supervisor to purchase items must be obtained in advance to utilize this reimbursement process. It is expected that combined purchases do not exceed $300.


B.
When grant or project restricted funds are paying for purchases, verbal or written approval shall be obtained from the appropriate grant accountant or facilities accountant. 



C.
If items to be purchased consist of computer equipment, peripherals, maintenance or software, written approval shall be obtained from the vice president of Information Services, Business Services, Budgets, Planning and Institutional Research.



D.
A receipt or invoice marked "paid" must be obtained for each purchase. Copies of canceled checks cannot be accepted as documentation that the bill was paid without approval by the associate vice president of Financial and Business Services.  Credit card payment receipts are acceptable.  Telephone and Internet orders will be reimbursed only from statement of charges.


II.
The purchase of food items or products associated with food such as plates, cups, etc., cannot be made except in the following instances:


A.
When the food item is used as an educational supply and is consumed or used in the classroom during the instructional process and which are to be charged to the Educational Materials and Supplies account (e.g., the groceries or food items which are used in the classroom as supplies; the grocery items which are used in the science labs; the grocery items which are used for non-credit courses for classroom supplies, etc.).



B.
Food and products associated with food such as plates, cups, etc. can be purchased by the following student activity fee funded organizational units including but not limited to:  Student Activities, Student Publications, Forensics, Brain Bowl, Music Productions, Fine Arts Enhancement, Student Government, Intramurals, Director of Athletics, Men's Athletics, and Women's Athletics.



C.
Coffee, soft drinks, donuts, and snacks, if the refreshments were served as part of the course, and the brochure indicated that part of the fee was to be used to pay for coffee, donuts, and/or refreshments.  


D.
Certain expenditures for food items and other products associated with food can be reimbursed from either the President’s Business Hospitality fund or the Public Relations funds depending upon the circumstances.  The President’s Business Hospitality fund is for SPC events associated with feeding College employees (i.e. Fall Faculty meeting; employee working meetings such as President’s Cabinet meeting).  Public Relations funds are for events associated with promotion and public relation activities with people external to the College (i.e. expenditures for events associated with external clients, guests or visitors).  However, before these expenditures can be charged to these cost centers, prior approval must be obtained from the President or the appropriate budget supervisor.

III.
Purchases not more than $300 may be reimbursed with a check from Accounts Payable, Business Services Office by utilizing the check request form or the electronic check request process as follows:


A.  
Complete a Check Request form or enter an electronic check request in PeopleSoft.


B.
Attach the original itemized bill of sale or itemized cash register receipt marked "paid."



C.
Have the check request approved by the budget supervisor.  This approval certifies that the goods were received and authorizes the reimbursement.


D.
Submit the completed check request and attached documentation to the budget supervisor.



E.
The budget supervisor will verify that budgeted funds are available and advance the check request to the director of Purchasing or an appropriate designee.


IV.
In cases of emergency or extenuating circumstances, the President has discretionary authority to temporarily waive any or all of the non-statutory related requirements of this Procedure for the specific documented emergency or extenuating circumstance.
History:


Amended - 9/18/84, 2/10/87, 6/13/89, 10/17/89.  Effective - 10/24/89; 11/21/00.  Filed - 11/21/00.  Effective - January 1, 2001; 9/18/06. Filed – 9/18/06.  Effective – 9/18/06; 2/19/08.  Filed - 2/19/08.  Effective - 2/19/08; 5/5/23.  To Be Filed – 5/5/23.  Proposed Date To Become Effective – 5/5/23.
PAGE  
P5.126-1

