Kellogg Staff Meeting, September, 2008
Some Travel and Entertainment Tips

Fiscal Year End Close Information

Processing Allen Center invoices:

When staff or faculty take a larger group (10 or more) to lunch at the Allen Center on department or school business, the charge may be directly billed to a CUFs account.  The invoice for the charge will be sent directly to the person arranging the lunch or dinner event so that the staff or faculty member can review the invoice, describe the business activity at the bottom of the form, and sign off verifying that the charges are appropriate.  The appropriate CUFs number should be added to the invoice.  The signed invoice then goes to the Dean’s office for further processing.  
This process will change slightly when faculty take groups of students from their classes to lunch at the Allen Center.  When taking student groups to lunch at the Allen Center, please contact Annette Parker to request that a reservation be made rather than contacting the Allen Center directly.  The Allen Center will invoice the Office of the Dean directly.  Faculty are allowed to take groups of up to 20 students from each class they are teaching, up to a limit of four classes each year.  
Travel Advances:
Restrictions:


Available only for university employees (students are not university employees)

Kellogg Staff who are frequent travelers are expected to apply for the corporate credit card – advances are then issued through the card.

Issued five working days prior to travel (GIM trips are exempted from this restriction)

May not be used to purchase primary modes of transportation – air fare can be directly charged to CUFs through university travel center.

Must be reconciled within five working days of return from travel


The Dean’s office reserves the right to limit the amount of the advance

Procedure for obtaining an advance not requested through the corporate credit card:

Completed purchase requisition, with a Dean’s office authorizing signature, designating departure and return dates, destination, purpose of travel, name of traveler.

Processed through Dean’s office and sent to Accounts Payable, where a check will be  generated.

Reconciliation of advance:




Completed T&E sent to Accounts Payable.  Unspent funds returned in the form of a personal check made out to Northwestern University.  If excess funds expended, Accounts Payable will generate a check to reimburse the traveler.  Use the original PR to reconcile the advance; do not create a new PR or PD. 

Corporate Credit Card:

The university’s corporate American Express charge card should replace the practice of issuing travel advances.  All necessary advances can be obtained directly through the Bursar’s office via the corporate charge card advance program.  Use an American Express Cash Advance form.  Will authorize $50 per day for a maximum of 14 days.  If you have the corporate credit card, you are not eligible for advances through the Accounts Payable office.
The card is used to charge lodging, meals and other university approved business and business travel expenses.  Card users then request reimbursement of these approved travel expenses.  The university will not pay the bill directly to the charge card company – the individual is still responsible for paying all charges on his/her corporate charge card account in a timely fashion.
Questions?  Check out   http://www.northwestern.edu/bursar/corpcard.html
Fiscal Year End Close – Things to Remember

Fiscal Year 2008 12th accounting period (August) closed on September 15th.  Budget statements are now available on View Direct.  See Andrea Munoz if you need access.

Fiscal Year 2008 13th period is now open until October 8th.  This period is for corrections only.  If you notice expenses charged to wrong accounts, RACs can be submitted to the Dean’s office until September 25th.

Fiscal Year 2009 – 1st accounting period (September) will close on October 6th.  2nd accounting period (October) will close on Nov 5.
Cut-over from CUFs to PS to begin around Nov. 21st.  
All current purchases and reimbursements will be done in Fiscal Year 2009.  To check balances in discretionary (faculty research) accounts, look at the balance on the appr screen in FY 2008 and add that balance to the account balance reflected in FY 2009 appr screen.  FY 2008 balances will not roll forward to FY 2009 sometime in early October as they have in past years.  Instead, carry forward balances will appear after the cut-over in FY2009 accounts as an increase to the account expense budget, not as an account previous balance.
