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Chapter 7: Business Governing Policies   
 

INTERNAL CONTROL 
State Technical College of Missouri (the College) maintains adequate and effective internal controls that 
safeguard assets against the risk of mismanagement, fraud, waste, and abuse. The College’s internal 
controls will provide reasonable assurance for compliance with applicable statutes and regulations, as 
well as the terms and conditions of Federal awards.  The College will continually evaluate internal 
control processes to identify areas of improvement.  The College will report waste, fraud, program 
abuse, and any other criminal activity in a timely manner in writing to the proper authority.    
The following is a non-exclusive list of internal control mechanisms in place to ensure transactions are 
properly recorded and all financial reporting is reliable and accurate:  

• Supervisors have sufficient understanding of employee duties, processes, and controls to ensure 
that existing checks, balances, and approval processes are being followed.  

• Adequate segregation of duties is in place to ensure that no one person has control over all parts 
of a process. 

o A minimum of two (2) people must be involved in the cash receipt process.   
o A minimum of two (2) people must be involved in the cash disbursement process. 
o Bank reconciliations are prepared monthly by an individual who does not receive or post 

transactions and are reviewed by a higher authority than the preparer. 
• Appropriate consequences and loss of privileges for misappropriation or misuse of organization 

resources are in place. 
• College assets such as vehicles, equipment, and other resources are properly maintained, 

protected, and accounted for to safeguard against loss. 
• Related party transactions are avoided. 
• Signing of blank checks is prohibited.   
• Expenditures, including supporting documentation, are adequately reviewed and approved by 

proper personnel for accuracy and allowability. 
• Payroll must be reviewed for accuracy by an individual(s) independent from the payroll preparer. 
• All payroll timecard records  must be approved by employee and supervisor. 

 
LINE OF AUTHORITY  
Responsible administrator or office: Controller 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
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CASH MANAGEMENT 
The College utilizes appropriate internal controls and best practices in the handling, receiving, 
safeguarding, transporting, depositing, accounting, and mitigating risks related to loss, theft, or 
misappropriation of all the College’s cash assets. This applies to all members of the campus community 
who have a fiduciary responsibility for any part of collecting, accounting for, safeguarding, and handling 
cash and negotiable instruments on the College’s behalf.  Similar to the College’s cash assets, each 
department and program that handles cash equivalents (when approved) is responsible for having proper 
internal controls in place to safeguard those items. 
 
The Head Cashier is the College’s primary cash handling agent. Ideally, the collection of cash should be 
centralized; however, it is not always possible or practical. Prior to undertaking any cash handling 
operation or activity, the Vice President of Finance must approve the activity. Once approval has been 
granted, the department/program must work with the Head Cashier to ensure proper handling, 
safeguarding, transporting, and depositing of all cash assets. All funds collected by any 
department/program of the College must be given to the Head Cashier as soon as practical, which is 
generally the date of collection, to be deposited into the College’s bank account. This protects the 
College’s funds and facilitates proper cash management. Deposits must be made in a timely manner to 
ensure proper posting of accounts and to ensure the safety of College funds. The cashing of checks from 
College deposits, borrowing cash for personal use, lapping receipts to cover shortages in cash receipts, 
withholding checks for deposit in order to float checks, commingling of personal and College funds, and 
modification of cash records are prohibited. 
 
The Head Cashier’s Office will provide currency to departments/programs within the College for change 
making purposes, subject to availability. All forms of cash must be physically protected through the use 
of safes, locked cash drawers, locked cash registers, or locked metal boxes, etc. It is the responsibility of 
each department/program to ensure that all necessary processes are in place to properly safeguard any 
cash within their area. Cash must not be retained in desk drawers, standard file cabinets, or any other 
location that is easily accessed with minimal forcing or readily available keys. Any areas that handle 
cash must utilize a safe in order to limit access to supervisory and authorized personnel.  
 
Any department that utilizes a daily cash drawer/cash register must confirm the cash drawer opening 
balances at the beginning and end of each day. All sales must be processed through the cash drawer/cash 
register. The cash drawer/cash register should never be left open when a transaction is not being 
processed. The cash drawer/cash register should be batched and reconciled on a daily basis. Overages 
and shortages should be fully explained. Corrective action must be taken when an overage/shortage 
occurs, and all corrections should be made through the cash drawer/cash register. The summary from the 
daily transactions should indicate any corrective action taken.  Discrepancies must be reported to the 
Vice President of Finance. In the event of theft or loss of the College’s cash assets, the Vice President of 
Finance must be notified immediately, and an investigation will be conducted. 
 
The College accepts checks as a form of payment.  When accepting checks, the following guidelines 
apply: 
 Checks must be drawn on a U.S. domestic bank written in U.S. Dollars. 
 Checks must be validated by reviewing all pre-printed messages on check. 
 Check dates must be reviewed.  No stale dated (over 90 days, etc.) or postdated checks should be 

accepted.  
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 Checks must be made payable to the College. If the check is made payable to the College and the 
student or to a student or other party, it must be endorsed as such.  

 Written and numerical amount on checks must be the same.  
 
Any checks returned by the College’s depository bank for reasons such as non-sufficient funds, account 
closed, payer’s signature missing, postdated checks, stale dated checks, etc., will be received by the 
Head Cashier. The Head Cashier prepares a deposit adjustment, debiting the originating account for the 
amount of the check and in most instances assessing a $40 returned check fee.  
 
All authorized cash handling departments are responsible for exercising reasonable care in screening 
cash transactions for counterfeit currency. This can include the use of counterfeit detector pens or a 
visual check for security indicators such as watermarks, security ribbons, etc. If a questionable bill is 
received, the cash handling department should retain possession of the bill and immediately contact the 
Vice President of Finance. The bill should NOT be returned to the payer.  
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Jenny Jacobs 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
CASH RESERVES POLICY 
In spending money from its cash reserves, the College is committed to ensuring full satisfaction of its 
bonded financial obligations. Accordingly, the College’s first priority in spending down its reserves is to 
fully and timely make all bond payments, including payments for both principal and interest. 
In theory, the College’s cash reserves may be comprised of monies both appropriated by the State of 
Missouri and received from other revenue sources (e.g., tuition and fees). In practice, however, the 
amount of appropriations received by the College is less than the College’s incurred instructional 
expenses, such that appropriations are not included in the College’s cash reserves. In the unlikely future 
event that appropriations exceed expenses, such that the excess appropriations are added to the College’s 
cash reserves, in spending money from its reserves, the College will first exhaust all appropriations (for 
the purpose(s) set forth in the applicable appropriation language) before spending money received from 
other revenue sources. 
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Jenny Jacobs 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
AUTHORITY TO EXECUTE CONTRACTS 
The President and Vice President of Finance are the only positions with authority to execute contracts 
that bind the College to a financial obligation.  Any contract or agreement with any vendor must be 
signed by either the President or Vice President of Finance.  
 
LINE OF AUTHORITY  
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Responsible administrator or office: Business Office 
Contact person in that office: Jenny Jacobs 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
CONFLICT OF INTEREST 
The College will make every effort to identify conflicts of interest and ensure that employees, 
individuals, or representatives entrusted with College funds will not personally or professionally benefit 
from the award or expenditure of such funds.  Identified conflicts of interest should be reported to the 
office of the President. Unreported conflicts of interest may result in disciplinary action at the discretion 
of the President including the possibility of termination. 
 
The College will appropriately disclose in writing any potential conflict of interest to Federal award 
agencies and pass-through entities in accordance with applicable Federal awarding agency policy.   
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Jenny Jacobs 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
RECORD RETENTION 
The College follows State Agency General Retention Schedule as published by the Missouri Secretary 
of State.  https://www.sos.mo.gov/records/recmgmt/retention/general 
 
Records must be stored and retained in a manner that will preserve the integrity and admissibility as 
evidence. Adequate measures must therefore be in place to forestall the defacing of records, especially 
in times of disaster. Disaster recovery plans must embody backup for important records. (Link to 
disaster plan in Chapter 2) 
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Jenny Jacobs 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
PUBLIC ACCESS TO RECORDS 
The College complies with Chapter 610 (https://revisor.mo.gov/main/OneChapter.aspx?chapter=610 )of 
the Revised Statutes of Missouri with regard to public access to records. Access to federally funded 
project records will follow the Uniform Guidance. All efforts will be made to protect personally 
identifiable information included in requested records. 
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Jenny Jacobs 
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EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
COPYRIGHT 
The College adheres to all copyright laws. Federal funds cannot be used to pay any royalty or license fee 
for use of a copyrighted work, or the cost of acquiring by purchase a copyright in a work, where the 
Contractor has a license or rights of free use in such work.  Federal awards provide applicable wording 
for  products developed in whole or in part with contracted funds. 
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Jenny Jacobs 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
PROCUREMENT  
Procurement standards apply to the purchase of supplies, equipment, and other services made with 
College funds including awarded grant funds.  The College follows all applicable local, State, and 
Federal  regulations. 
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Jenny Jacobs 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 

 
GENERAL PURCHASING GUIDELINES 
All vendor account setup shall be established by the business office.  Purchasers will submit a completed 
W-9 form documenting the vendor’s name, address and social security or federal tax ID number before 
purchasing from the vendor.    
• Purchasers are responsible for not exceeding available budgeted funds.   
• The purchaser is responsible for ensuring that sales tax is not charged on any purchase.   
• Purchases of goods or services from a business in which an employee or his/her family has a 

financial interest, or may directly benefit from such purchase, is a potential conflict of interest and 
should be avoided.  The purchaser shall not make any such purchases without approval in advance 
by a member of executive leadership.  .   

• Purchases requiring a change or addition to campus property and casualty insurance including, but 
not limited to vehicles or inland marine equipment must be approved by a supervisor at a dean lever 
or higher.   

• All purchases that require bids must be approved in advance by a  member of executive leadership 
• Sole source procurements require Executive Leadership approval in advance of the purchase. 
• Many vendors provide discounts through Educational Sales Departments- always inquire about 

education discounts available.    
• Purchases that require asset tracking must follow the equipment management guidelines. 



6 
 

• Purchases made on behalf of another department must be approved by the department from which 
the funds for the purchase will be used.   

• Efforts should be taken to avoid purchasing unnecessary or duplicate items. Consideration should be 
given to consolidating purchases to maximize volume discounts. 

• All purchase documentation shall be submitted to the Business Office to process payment to a 
vendor.  Invoices should be approved and submitted within one week of request for approval.  
Invoices cannot be paid until the invoice is approved by an authorized employee in the applicable 
department – see Quick Reference Approval Guide.   

• Purchases requiring immediate payment, i.e., travel, in-store purchases, online purchases, should be 
made with a College procurement card.  Payment for all other purchases should be processed 
through the business office.   

 
LINE OF AUTHORITY  
Responsible administrator or office: Controller 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 

 
LOGO USAGE GUIDELINES AND POLICY 
Any publication for public use, clothing, or item that promotes State Technical College of Missouri 
(State Tech) shall follow these procedures.   

• To promote consistency and uniformity, all orders for merchandise with the State Tech name 
and/or logo must be completed by working with the State Tech Bookstore. 

• If needed, send a logo/artwork request to the State Tech Bookstore. They will coordinate with 
the Marketing Department who can help with design work.  

• After the design receives Marketing and Bookstore approval, the State Tech Bookstore will 
gather price quotes for the customized merchandise.  

• After the order is approved and *funding source is identified, an order will be placed. 
* Unless there are unusual circumstances, the requesting department’s budget will be charged for 
the order. 

 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Jenny Jacobs 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
DEBARMENT AND SUSPENSION 
The College verifies the status of contractors/vendors with the federal government by looking at 
www.sam.gov or http://exclusions.oig.hhs.gov/.  If the results indicate “No Records Found,” then the 
contractor/vendor is in good standing with the federal government.  Reference: 2CFR Part 180.220 & 
200.212 
 
All approved purchasers will be responsible for checking the debarment and suspension list before 
making a purchase, or before submitting requests for a purchase requiring bids to executive leadership 
for approval.  No business should be conducted with vendors on the debarment and suspension list.   

http://www.sam.gov/
http://exclusions.oig.hhs.gov/
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LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
BIDDING 
Purchases totaling more than $25,000 but less than $99,999 or purchases of items with a unit price* 
between $5,000 and $99,999 require a minimum of three written bids (Federal Awards or other funding 
may require bidding for lower purchase amounts).  Written bids can be obtained through email quotes 
from vendors, as well as price lists, catalogs, advertisements and other reasonable means.  Vendor 
declines or failures to respond to bid requests, while infrequent, can be deemed a written bid, but must 
be documented.   
 
Construction and renovation projects totaling $25,000 or less where there is little advantage to requiring 
and obtaining multiple bids will not require competitive bidding procedures.  Timeliness, the inability to 
get multiple bids, or the availability of quality contractors may all be determining factors on whether or 
not to seek multiple bids for construction and renovation projects totaling less than $25,000. 
 
Purchases or contractual agreements totaling $100,000 or more require a Request for Proposal, unless 
the purchase is for an item with a unit cost that exceeds $100,000 which will only require 3 written bids.   
 
All purchases that require bids must be approved in advance by a  member of executive leadership.   
 
 A sole source procurement is a purchase made without following the competitive bidding process 
based on the justification that only one known source exists or that only one single supplier can fulfill 
the requirement.  Sole source purchases are extremely unusual. Sole source procurements require 
Executive Leadership approval in advance of the purchase.  
 
Bidding requirements do not apply to purchases made using any state contract or through a group 
purchasing organization where the bidding process has already been completed.  State Contracts can be 
searched by navigating to https://archive.oa.mo.gov/purch/contracts/.   
 
Awards must be made to the respondent(s) providing the best overall value.  Records must be retained to 
document the rationale for the method of procurement, bidder selection or rejection, and the basis for the 
bid price. Order splitting to avoid bidding requirements is prohibited.   
 
*Unit price is defined as the total invoice cost per item and shall include shipping costs and any other 
integral item cost that are part of the item being purchased and included in the total invoice.  If shipping 
is billed by a third-party common carrier and not billed by the vendor the product is purchased from, 
shipping will be excluded from the unit cost.   
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Jenny Jacobs 
EFFECTIVE DATE 

https://archive.oa.mo.gov/purch/contracts/
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January 2022 
Approved by President: January 2022 
 
REQUEST FOR PROPOSAL/QUALIFICATION GUIDELINES 
Purchases or contractual agreements totaling  $100,000 or more with the exception of items with a unit 
cost that exceeds $100,000 which will only require 3 written bids or a design build proposal 
accomplished through bid invitation, shall be solicited as bids by reasonable  methods generally 
available to the public. Solicitation of services shall be accomplished through a request for qualification 
(RFQ).  RFQ’s for major service contracts shall be completed within reasonable frequency and can be 
completed through the same means as requests for proposals or through bid invitation.  The bids must be 
advertised at a minimum through an electronic medium and/or publication available to the general 
public for at least one day, five calendar days before the bids for such purchases are to be opened.  The 
requirement for advertising may be waived under certain circumstances upon approval of the President 
or Vice President of Finance.  Emergency procurement shall be made by waiving the requirement of 
competitive bids when there exists a threat to life, property, public health or public safety, when 
immediate expenditure is necessary for repairs to state property in order to protect against further loss of 
or damage to state property, to prevent or minimize serious disruption in state services, or to ensure the 
integrity of state records.  Procurement for emergency situations shall be made with as much 
competition as is practicable under the circumstances.  Per FEMA guidelines, purchases made under this 
provision should be completed within 70 business hours of the emergency event.  When emergency 
procurement procedures are utilized, a brief written justification shall be provided. 
   
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Jenny Jacobs 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
 
RETURNS, DAMAGED GOODS, CREDITS 
If goods purchased need to be returned, the purchaser should work directly with the vendor.   
• Always retain boxes, containers, special packaging, packing slips, etc. until it’s  certain goods will 

be kept. Most items cannot be returned without the original packaging materials. 
• Read all instructions carefully.  Important instructions regarding returns are typically included on the 

packing slip and/or receipt. 
• If the vendor requires a “Return Authorization Number” before a return is accepted, make sure this 

number is included with the return or the package may be refused and/or credit may not be issued. 
• Request a credit receipt for returned items.  Some companies may not provide this receipt unless 

requested. 
• Under no circumstances should a purchaser accept cash in lieu of a credit to the College account. 

Notify the Business Office of all purchase returns to ensure that refunds and credits on account are 
processed and recorded accurately.   
 

LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
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January 2022 
Approved by President: January 2022 
 
ISSUANCE OF PROCUREMENT CARD 
The following are the steps for issuance of a procurement card: 
• Requests for procurement cards must be submitted to the Business Office by the supervisor or 

Department Chair.   
• The Business Office will contact the Cardholder once the card is received and ready to be picked up. 
• Cardholder must execute a Cardholder Agreement before receiving the procurement card.   
The Business Office maintains check-out credit cards that may be obtained by employees who make 
infrequent College purchases or for temporary use.  These cards must be returned with the approved 
receipt(s) in a timely manner.  
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
USE OF PROCUREMENT CARD 
• Procurement card should be used for purchases requiring immediate payment. 
• If vendor imposes a surcharge to use the card, cardholders are discouraged from using the card.  
• Named Cardholder is the only person authorized to make purchases using the card, with the 

exception of check out or shared departmental cards. 
• Responsibility and accountability for the card resides at the department level.   
• Purchases must not exceed the Cardholder’s approved credit limit.  Temporary or permanent credit 

limit increases can only be processed by the Business Office upon request of the cardholder. 
• Credit card purchases do not eliminate bid requirements or any other required purchase approvals. 
• Purchases involving Trade-In Allowances must be preapproved by the Business Office. 
• Grant Charges: Cardholder is responsible for verifying that any grant related purchase is allowable 

per grant guidelines prior to placing the order. 
• Receipt(s) or invoice(s) from the vendor must support every purchase.  Receipt must include vendor 

name, amount, date, and itemized description of the purchase.   
• Cardholders must accurately code and attach documentation for all purchases by the 10th of the 

subsequent month of the date of the transaction.  December transactions must be completed before 
winter break starts.  May transactions must be completed before the end of the spring semester if 
cardholder is not a 12-month employee.  

• Cardholders are discouraged from making automatic recurring payments with the procurement card.  
Cardholder is responsible for maintenance and cancellation of any automatic recurring payments.  

• Any fraudulent or personal use of the procurement card by Cardholder may result in termination of 
cardholder privileges and/or discipline up to and including termination of employment . 

 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
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Approved by President: January 2022 
 
PROHIBITED PROCUREMENT CARD TRANSACTIONS 
The following are prohibited: 
• Cash Advances 
• Firearms and other explosive materials  
• Construction, renovation, or rehabilitation projects (using outside labor) 
• Alcoholic beverages (Country Club inventory excepted) 
• Non-College related items 
• Contractual commitments 
• Sales Tax.  The Cardholder is responsible for ensuring that sales tax is not charged at the time of 

purchase.  The College’s tax-exempt number is on the front of each card for your convenience.  
Cardholder must be prepared to provide a copy of our tax-exempt certificate if requested from 
vendor.  The cardholder is responsible for obtaining full refund of any sales tax charged to a 
procurement card. See Meals and Travel for allowable exceptions.  

 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
DECLINED CHARGES 
Should a vendor decline the card for a purchase, the Cardholder should immediately contact the 
Business Office for assistance.  If purchase is being made outside of normal College business hours, the 
employee must find an alternate payment method or terminate the purchase and contact the Business 
Office during normal College hours.  
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
LOST, STOLEN, MISPLACED CARDS/FRADULENT ACTIVITY 
Cardholder must notify the Business Office immediately upon realizing the procurement card is lost, 
stolen, misplaced, or if there have been unauthorized transactions. . 
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
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CANCELLATION OF CARDS 
Cards should be immediately canceled if a cardholder terminates employment. Cards can only be 
canceled by the Business Office upon notification by the cardholder, supervisor, or department chair.   
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
NON-PROCUREMENT CARD PURCHASES 
Payments for purchases not made with procurement cards must be processed by the business office.  The 
Check Request Form can be used to request payments to be made via check.  Invoices should be 
approved and submitted within one week of request for approval.  Invoices cannot be paid until the 
invoice is approved by an authorized employee in the applicable department – see Quick Reference 
Approval Guide.  
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
 
END OF FISCAL YEAR SPENDING  

• Discretionary purchasing for the current fiscal year ends on the last day of the spring semester.  
Purchases that can be made with a procurement card must be processed by the due date (see use 
of procurement card).   

• If purchases have to be made after these deadlines, they must be approved by a member of 
executive leadership.  All paperwork related to these purchases must be processed by the fiscal 
year end.   
 

It can take roughly 30 days for the spending cycle to wrap itself up, meaning that by the time a purchase 
is made and the invoice is received and approved for payment, it can be as much as 30 days later.  To 
have a successful June 30 cutoff and have all invoices posted, please make sure that approved invoices 
are sent to the business office quickly - check quantity and pricing on the invoices for accuracy and any 
discrepancies. 
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 

https://eagleonline.statetechmo.edu/ICS/icsfs/Check_Request_Form.pdf?target=21b55d7d-515d-4ed9-b4df-e364f3992ddd
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TRAVEL EXPENSES  
Reasonable and necessary expenses incurred for authorized College travel can be paid with a College 
procurement card or reimbursed after the trip via an Expense Reimbursement Request.  Expense 
reimbursements must be turned in no less than monthly and are due on the 10th of the month for the 
previous month.  All fuel purchased for travel purposes must be made on a College fuel card.  

 
METHODS OF TRANSPORTATION 
Employees, with the approval of their supervisor, may select the method of transportation for 
reasonable and necessary travel.  
College Owned Fleet Vehicle - The preferred method of transportation for reasonable and 
necessary travel is a college owned fleet vehicle.  Reserve vehicles in advance to ensure 
availability.  Keys and fuel cards are available at the Cashier’s office.    
Personal Vehicle - Personal vehicles may be used for reasonable and necessary travel related to 
College business if a College owned fleet vehicle is not available or practical.  The maximum 
reimbursement rate for use of personal vehicles for official College business is 33 cents per mile. 
The employee will be reimbursed upon receipt of an approved expense reimbursement report. 
Airfare and other transportation methods – Employees can make arrangements for 
reasonable and necessary travel by airfare and other transportation methods when 
allowable.   

 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 

 
LODGING 
Actual costs incurred by employees for reasonable and necessary lodging, and incidental expenses must 
comply with the following:   

• Missouri sales tax should be excluded from hotel charges.  The employee should present 
a copy of the Missouri Sales and Use Tax Exemption Certificate to the hotel. 

• An itemized statement furnished by the hotel is required for all lodging and incidental expenses.    
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
MEALS 
The College will pay or reimburse for reasonable and necessary meal expenses incurred during 
authorized College travel or when conducting College business. Actual expenses may be paid with a 
College procurement card, or by the employee and reimbursed after the trip via an Expense 
Reimbursement Request. Expense reimbursements must be turned in no less than monthly and are due 
on the 10th of the month for the previous month. Itemized receipts for all meals purchased must be 
attached to the appropriate form when reporting these expenses, but for instances where only a non-

https://eagleonline.statetechmo.edu/ICS/icsfs/New_Tax_Exempt_Certificate.pdf?target=aefa227a-df18-4970-9a1d-7f2b8213c8aa
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detailed receipt is available, a missing receipt form should be submitted.  The College will not reimburse 
employees for alcohol .  Efforts should be made to have taxes removed from the bill, but in instances 
where this is unreasonable, the College will reimburse the sales tax incurred.  Meal expenses allocated to 
federal awards will specifically follow guidelines of the Uniform Grant Guidance.   
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
CONFERENCES/PROFESSIONAL DEVELOPMENT 
Registration fees related to conferences and professional development may be paid to the vendor in 
advance from College funds by registering and paying with a College credit card or by submitting a 
check request to the business office accompanied by the original registration application.    If the costs 
of a conference or professional development are charged directly to a Federal award, the costs must be 
reasonable, and the following  documentation must be included with the check request: 

• Justification that participation of the individual is necessary to the Federal award 
• Conference Agenda 

 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
EXPENSE REIMBURSEMENT REQUEST 
All requests for reimbursement of expenses paid by an employee on behalf of the College must be made 
on an Expense reimbursement request form.  
• The Expense reimbursement request must be signed by the employee and approved as required by 

the College’s approval guide – see Quick Reference Approval Guide. In no case should employees 
approve their own form.   

• Itemized receipts are required to be attached to the Expense reimbursement request for all 
expenditures in which reimbursement is being sought.  Employees will not be reimbursed for 
expenses without a detailed receipt. 

• The College and its employees only request reimbursement of expenses after the expense has been 
incurred.  Under no circumstances shall a request for reimbursement be made before an expense has 
been incurred.   
Expense reimbursements must by turned in no less than monthly and are due on the 10th of the 
month for the previous month. 

 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
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Approved by President: January 2022 
 

 
ON CAMPUS VENDOR SOLICITATION POLICY  
The intent of the On-Campus Vendor Solicitation Policy is to ensure noninterference with educational 
activities and business operations of the College. It is the general policy of the College not to serve as a 
forum/meeting place wherein vendors can solicit employees or students. Solicitation is defined as any 
verbal or written effort to raise funds through the sale of merchandise, services or through charitable 
donations.  On campus solicitation by vendors (any person or representative of a private, for-profit, or 
non-profit organization who provides information, goods, or services to the student body or staff), must 
follow the guidelines listed below:  

• The purpose of the organization, agency, or individual requesting approval to solicit on campus 
shall be for the general interest or benefit of the College, students, faculty and/or staff.  

• The proposed solicitation shall not disrupt the continuity of business operations and/or 
educational activities of the college. 

• Vendors are responsible for being familiar with all College policies and procedures.   
• Vendors will provide proof of liability insurance. 

 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Jenny Jacobs 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
EQUIPMENT MANAGEMENT GUIDELINES 
The following items are subject to the equipment management and control requirements: 
• Acquisition cost of $5,000 or more per unit, and 
• Acquisition cost under $5,000 per unit considered easily pilfered.  These items are included but not 

limited to: 
o Audio-visual equipment 
o Laptops, tablets, and computers 
o Specialized tools 

• A physical inventory of all equipment is performed at least once every two years and the results 
reconciled with property records. 

• Equipment details on  record will include: 
o Acquisition date 
o Description of equipment purchased 
o Serial number or other identification number 
o Funding source  
o Estimated useful life 
o Federal Award ID Number (FAIN), if applicable 
o Cost or value (if donated) of the property 
o Percentage of Federal participation in the project cost for the Federal Award under which the 

property was acquired, if applicable  
o Location 
o Condition 
o Special Comments 
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o Disposal restrictions  
• Equipment with acquisition cost of $5,000 or more per unit is capitalized and depreciated.  
• Lost, stolen or damaged equipment must be reported immediately.   
• Adequate maintenance procedures must be developed to keep equipment  in good condition. 
• If applicable, equipment must be utilized in the program or project for which the equipment was 

acquired and for any required duration.    
• The Business Office must be contacted prior to disposing of any equipment to determine if there are 

any restrictions or requirements in effect.    
• Equipment purchased with grant funds must be tracked  regardless of the costs.   
• Department Chairs and supervisors are responsible for: 

o Establishing and maintaining the records and procedures necessary for the accountability of the 
College property and equipment  as appropriate to the department.  

o Affixing tags to  property or equipment . 
o Any transfer of College  property or equipment among departments must be reported to the 

business office.   
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
EQUIPMENT TAGS 
• All equipment with an acquisition cost of $5,000 or more per unit must be tagged. 
• Red tags are affixed to  restricted equipment. Green tags are affixed to  all other equipment. Blue 

tags are affixed College property not otherwise tracked. 
• Tags will be placed visibly on equipment in the following order of preference unless a specific 

situation dictates otherwise (for specific exceptions, please contact the Business Office):  
1. Adjacent to the serial number of the item 
2. Front of equipment. 
3. Right side of equipment. 
4. Left side of equipment. 
5. Top of equipment. 
6. Back of equipment. 
7. Bottom of equipment.  

 
• If a tag is damaged or lost, a replacement tag should be requested from the business office.   
 

LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
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DONATED PROPERTY 
The Foundation for State Technical College of Missouri is designated to receive and take title to College 
gifts for management purposes prior to distribution to, or expenditure for, appropriate programs or 
activities.  The Donation Receipt Form should be used to collect information about donations and 
submitted to the Foundation.  
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 

 
EQUIPMENT TRANSFER / DISPOSAL 
Any transfer of inventoried property or equipment among departments must be reported to the business 
office. The Business Office will determine the most appropriate method of disposal that satisfies 
restrictions in effect for the equipment as well as any required allocation of proceeds.  Information about 
inventoried property or equipment that is disposed must be provided to the business office.  The Asset 
Inventory Disposal/Transfer Form  will help assist in the information needed.   
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
GOVERNMENT SURPLUS PROPERTY 
Certain items of property and equipment are available, at significant cost savings, through the Federal 
Surplus Property Program which is administered by the Missouri State Agency for Surplus Property.   
Authority & Responsibility for Purchases – The College President is empowered to authorize 
College personnel to acquire property from the Missouri State Agency for Surplus Property.   
Conditions Governing Acquisition and Use:  
• Surplus property may be acquired only for educational or research purposes within the State of 

Missouri. Any acquisition for purposes of resale or non-educational  use is prohibited. 
• All surplus property having a single item acquisition cost of $5,000 or more to the U.S. Government, 

regardless of its cost to the College, and all motor vehicles:  
o Must be placed in use for the purpose for which acquired, no later than 12 months after 

acquisition. 
o Must be used for the purpose for which acquired, for a period of not less than 18 months, except 

aircraft which is to be used for a period of not less than 5 years. 
o May not be sold, traded, leased, loaned, bailed, cannibalized or dissembled for secondary 

purposes or otherwise disposed, or removed from the State of Missouri during the specified 
period of use without prior written approval of the Federal Government. 

o May be transferred between departments during the specified period of use only if the property 
will be used for purposes similar to those for which it was originally acquired.  

• All surplus property purchased must follow equipment management guidelines.   

https://eagleonline.statetechmo.edu/ICS/Employee_Info/Business_Office.jnz
https://eagleonline.statetechmo.edu/ICS/Employee_Info/Business_Office.jnz
https://eagleonline.statetechmo.edu/ICS/Employee_Info/Business_Office.jnz
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LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
 
 
FINANCIAL REPORTING CODES 
FUND CODES 
Fund codes are the first two digits (xx-xxxx-xxxx-xxxx) of a general ledger account number that are 
used to classify funds of the College.  Contact the Business Office with questions related to current fund 
codes. 

10 Current – Unrestricted 
11 Current – Auxiliary 
12 Grants Funds 
15 Financial Aid 
51 Plant Fund 
60 Club Funds 

 
FUNCTION CODES 
Function codes are the third - sixth digits (xx-xxxx-xxxx-xxxx) of a general ledger account number that 
are used to classify transactions of the College. Contact the Business Office with questions related to 
current function codes  

1000 - 3999 Instruction 
4000 – 4999 Academic Support 
5000 – 5999 Student Services 
6000 – 6999 Institutional Support 
7000 – 7999 Physical Plant 
8000 – 8000  Scholarships to Fellowships 
8100 – 8999 Auxiliary Enterprises 
9000 – 9100  Capital Projects & Debt Services 
9700 - 9999 Mandatory and Non-Mandatory Transfers 

 
OBJECT CODES 
Object codes are the seventh - tenth digits (xx-xxxx-xxxx-xxxx) of a general ledger account number that 
are used to classify transactions of the College. Contact the Business Office with questions related to 
current object codes.  
 
PERSONAL SERVICES:  WAGES PAID TO EMPLOYEES 

6001 Salaries for Cabinet 
6010 Salaries for Faculty 
6013 Faculty Summer Pay 
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6014 Faculty Adjunct Pay 
6015 Faculty Overload Pay 
6020 Salaries for Staff 
6040 Faculty Summer/Adjunct 
6100 Federal Work Study Wages  
6104     Student Tutors 
6105 Student Labor 

 
EMPLOYEE BENEFITS:  BENEFITS PAID FOR EMPLOYEES 

6201 MOSERS Retirement 
6202 Health/Vision Insurance/EAP 
6203 OASDI/Medicare 
6204 Long Term Disability 
6206 Life Insurance 
6207 HRA Funding 
6208 Fringe Benefits 

 
CONTRACTUAL SERVICES 

6300 Cafe Services  
Student meal plans and pre-paid punch cards 

6302 Collection Fee Services 
Fees related to collecting past due student accounts receivable 

6318 Legal Services 
Legal fees and retainers 

6320 Auditing Services 
Auditing services performed   
 
 

6322 Honoraria Payments 
Payments to individuals for time and/or talent provided to the College i.e., 
guest speakers/lecturers, commencement speakers or other types of service 

6323 Miscellaneous Contracted Services 
Professional and consulting services not otherwise defined 

6329 Contracted Training B&I 
Contracted training provided through business and industry department 

6330 Company Reimbursement B&I 
Customized training provided through business and industry department and 
funded by DWD 

6340 Maintenance Contracts 
Preventative maintenance and other maintenance contracts 

6360 Lease/Rental Payments 
Lease/rental payments for use of buildings, land or equipment  
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6361 Copier Usage 
Internal allocation of copier usage 

 
CONSUMABLE SUPPLIES / SERVICES 

6401 Building Material and Supplies 
Materials and supplies used for building maintenance 

6407 Computer Supplies 
Department IT purchases 

6408 Dosimeter Badges 
Dosimeter badges used in Allied Health programs 

6420 
 
6423 
 
6424 

Fuel Expense 
Fuel purchased for use in College owned vehicles and equipment 
Value of Surplus Purchased 
The difference between market value and purchase price of surplus property 
In Kind 
Value of in-kind property received via donation 

6425 Instructional Supplies 
Supplies used in the preparation and/or instruction of courses 

6426 Curriculum Review 
Cost of skills modules for programs  

6428 Janitorial Supplies 
Supplies used in the cleaning of facilities  

6430 Library Books 
Books used and/or purchased to be shelved in the College library  

6438 Office Supplies 
Office supplies used by College 

6440 Other Supplies 
Supplies not otherwise defined 
 

6441 Equipment Repair 
Parts and labor to repair College equipment.  

6450 Printing 
Printing done by an outside vendor and internal allocation of stationary and other 
preprinted supplies   

6455 Uniforms 
Program uniform charges 

 
AUXILIARY RESALE 

6474 Inclusive Access 
Online instructional access codes 

6475 Resale items 
Items purchased for resale 
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COMMUNICATION 
6501 Telephone 

Telephone charges for phone equipment below capitalization threshold and another 
monthly phone expense 

6504 Internet Service 
Internet service on College campuses 

 
UTILITIES 

6601 Electricity 
Campus electricity 

6603 Propane  
Campus propane gas 

6604 Water  
Campus water 

6605 Trash Hauling 
Campus trash hauling services 

6606 Sewer Charge 
Campus sewer service 

6607 Cable Television 
Campus cable television service 

 
TRAVEL 

6701 Travel 
Travel expenses 

6702 Travel – Professional Development 
 Professional development travel expenses  

 
OTHER COSTS (not an inclusive list of all object codes) 

 
7501 

Insurance 
Property and casualty, student malpractice, and student medical (applicable Allied Health 
programs only) insurance premiums and deductibles 

7502 Credit Card Fees 
Credit card fees related to accepting credit card payments 

7508 Postage & Freight 
Postage for all campus parcel and shipping services 

7509 Advertising – Billboard 
College billboard advertising 

7510 Advertising – Radio 
College radio advertising 

7511 Advertising – Television 
College television advertising 

7512 Advertising – Digital 
College digital advertising 

7513   Advertising – Printed 
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College advertising in newspapers or other printed publications 
7514 Advertising – Other 

College advertising not otherwise defined 
7520 Registration & Related Fees 

Registration fees for seminars and other events 
7522 Professional Dues & Organization Membership 

Professional organization dues and memberships 
7524 Subscriptions 

College magazine and other subscriptions 
7525 Accreditation Expense 

College and program accreditation expense 
7528 Licenses 

Software and other user licenses 
7536 Social Expenses   

Food and supplies for guests and events 
7540 Promotional Items 

Marketing and promotional items 
7541 Exhibit Booth Rental 

Exhibit booth rental at recruiting events 
7550 Landscaping Expenses 

Campus landscaping supplies 
7555 Unemployment Benefits 

Unemployment claims expense 
7560 Other Services/Miscellaneous Expense 

Expenses not otherwise defined 
 

7561  Governor’s Reserve 
Governor’s reserve - 3% of state appropriations 

7565  Governor’s Withholding 
Governor’s withholdings from state appropriations 

7570 Drug Testing Expense 
Drug testing of students or employees 

7573 Accuplacer 
Specialized testing expense 

7577 CPR/OSHA 10 Expense 
Specialized testing expense 

7584 CAAP Testing 
Specialized testing expense 

7590 Professional Development Tuition 
Tuition reimbursement for a class with credit hours and a grade is received 

7591 Professional Development Other 
Non-travel related expenses for Professional Development 

7601 Budget 
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Estimated Fiscal year budget 
7602 Budget Tier 5 Online 

Estimated Fiscal year budget generated from online tier fees 
7603 Grant Match $3/CH 

Fiscal year budget for grant matching funds 
7610 Administrative Overhead 

Allowable indirect cost rate charges on grants 
7680 Foundation in Kind 

College in kind donation of salary, benefit, and operating costs related to the College 
Foundation 

7693 S&S Rework Expense 
Sales and service rework expense reclassified from sales and service expenses  

7695 Supplies – Sales/Service 
Sales and service expenses 

7696 Summer Institute 
Automotive summer institute event 

 
STUDENT AID / SCHOLARSHIPS 

7800-7949 - Scholarships, Fellowships, Stipends, awards and third-party student 
funding 

 
BAD DEBT 

7950 Bad Debt Expense 
Uncollectible accounts receivables written off 

 
GRANT MATCH FUNDS 

7996 Institutional Match 
7997 Software Department Match 
7998 Department Fund Match 
7999 Sales/Service Fund Match 

 
DEBT RETIREMENT 

8301 Principal Payment 
Principal payments on College debt 

8311 Interest Expense 
Interest payments on College debt 

 
EQUIPMENT PURCHASED WITH APPROVED GRANT FUNDS 

8601  Computers - reimbursable 
8602  Furniture - reimbursable 
8603  Vehicles – reimbursable 
8604  Other Equipment – reimbursable 
8605 Software  - reimbursable 
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8606 Renovation  - reimbursable 
8607 Curriculum Enhancement 
8608 Other 50% Reimbursable 

 
NON-REIMBURSABLE (NR) INSTRUCTIONAL EQUIPMENT PURCHASED WITH 
COLLEGE BUDGET FUNDS 

8700 Non-Reimbursable Instructional Software 
8701 Non-Reimbursable Instructional Computers 
8702 Non-Reimbursable Instructional Furniture 
8703 Non-Reimbursable Instructional Vehicles 
8704  Non-Reimbursable Instructional Other Equipment 

 
NON-REIMBURSABLE (NR) NON-INSTRUCTIONAL EQUIPMENT PURCHASED WITH 
COLLEGE BUDGET FUNDS 

8705  Non-Reimbursable Non-Instructional Computers 
8706  Non-Reimbursable Non-Instructional Furniture 
8707  Non-Reimbursable Non-Instructional Vehicles 
8708  Non-Reimbursable Non-Instructional Other Equipment 
8709  Non-Reimbursable Non-Instructional Software 

 
EQUIPMENT DISPOSAL 

8900 Disposal of Equipment  
8910 Depreciation Expense 

 
CAPITAL IMPROVEMENTS 

9601-9655 Capital Improvements 
 
TRANSFERS BETWEEN UNRESTRICTED FUNDS AND RESTRICTED FUNDS 

9701 CWS Mandatory Transfer 
9702  SEOG Mandatory Transfer 
9810 Non-Mandatory – Fixed Asset Transfer 
9816 Due To/From Fund Transfer 
9900 Prior Period Adjustment 
9999 Unallocated Budget  

 
 
PROJECT CODES 
 
Net Instructional Revenue 
As student billing occurs and as payroll is completed, you can view your fiscal year to date net 
instructional revenue by simply typing your program initials + R in the project code box in budget 
review (i.e., CTG = CTGR). No other entry is needed. 
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Object Figures that fall under “4000-4999 Academic Support” (see Financial Reporting Codes below for 
details) represent the total tuition revenue and change according to semester, meaning they will update 
once the next semester is billed. 
Object Figures that fall under “Wages or Benefits paid to employees” (see Financial Reporting Codes 
below for details) represent what has been paid so far in the fiscal year (July being the beginning of the 
fiscal year).  
Remember that this is tracking your fiscal year net instructional revenue, but the calculation won’t be 
complete until the end of the fiscal year.  At the end of the fiscal year, the Fall, Spring, and Summer 
semester revenue is all recorded and a full 12 months of payroll have been processed. 
 
Program Discretionary Budget 
You can view your tier fee revenue and discretionary program expenses in budget review by typing your 
program initials + E in the project code box in budget review (i.e., CTG = CTGE). No other entry is 
needed. The Actual column of the budget review screen will show you the net calculation for all info 
recorded to date.  Remember Fall semester revenue is posted in July, Spring semester revenue is posted 
in January, and Summer semester revenue is posted in April.   
Object: Figure 7601; represents the total estimated program discretionary budget – this was the estimate 
of fall and spring total tier fees – The figures in the actual column will be more accurate 
Object: Figure 4113; represents the total tier fee revenue.  This number will increase when the next 
semester is posted.  
Object: Figures that fall under Other Costs (see Financial Reporting Codes below for details); represents 
a course fee.   This is revenue, but will be offset when purchases of supplies that is paid for by this fee, 
so DO NOT count as funds available.  Several programs will have something similar.  This will exist if 
your program has uniform fees or course specific fees i.e., OSHA, CPR, etc. 
Object: Figures remaining; represent what has been spent and posted so far, this fiscal year in each 
category 
 
LINE OF AUTHORITY  
Responsible administrator or office: Business Office 
Contact person in that office: Alex Nguyen 
EFFECTIVE DATE 
January 2022 
Approved by President: January 2022 
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