AGENDA

Principles of Business Affairs
	Jenzabar On-Line
	Requisitioning for a Purchase Order on Jenzabar system
Requisitioning for a Check on Jenzabar system and the preprinted form
Approvals Process by Primary & Alternate Approvers
Budget Review
	

	Forms
	University Expense Report
1. Original receipts

2. Purpose & destination

3. IRS 60 day regulation

4. Sales taxes

5. Liquor

6. Meal guest check detail requirement

7. Mileage allowance

8. Personal expenses exclusions

Request for Check

1. Memberships

2. Dues

3. Subscriptions

4. Honorariums

5. Casual Labor
6. Prepayment of services required

7. Deposits

8. Postage for bulk mailings

9. Postage stamps


	

	Conference Travel
	Conference registration & fee
Airfare

Lodging

Car Rental

Meals

Advance of funds for Travel
	

	Other Topics
	Printing needs
Computers & Computer-Related Products

Catering

Office Supplies

Departmental Accounts & Budgetary Control
Certificate of Insurance for General Liability & Worker’s Compensation coverage requirement

>$2,000 and >$5,000 bidding requirements

Personal purchases

Sales Taxes 

Promotional products including apparel

Vehicle rentals from Louisville

Furniture Requests
	


Additional Instructions:

The webpage I created is updated frequently.  It is useful for reference to policies and procedures, forms, etc.
http://www.bellarmine.edu/purchasing
