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Today’s workshop goals

% Importance of ProCard Administrator’s Role
“ New tools and ideas

% Practice critical thinking skills with scenarios



The ProCard Administrator Role

A o

Ensure Report waste,  Ensure proper Question Safeguard
adequate fraud, or contract/grant potentially UD’s future
receipts and inappropriate spending problematic funding and
business purchases charges good name
explanations



Cost Accounting Standards

. or can this item be charged to this project?

: Is the
Is it Is it Is it Treatment
2 2
Allowable? Reasonables Allocables Conms’ren’re

Included in Budget
Justification

Not disallowed by
Terms & Conditions

Is this expense on the
“problematic” list?

Detailed backup and
adequate explanation

test

The “prudent person”

Necessary to the
project

Purchasing done as
“arm’s length” trans-
action

Directly benefits the
project

Incurred to advance
work of the project

Pro-rate based on %
benefit to the project

Cannot shift costs to
other projects

Consistent with
standard UD practices
and policies

Consistency between
direct/indirect costs
among federal awards



What are the risks?

Issues of iInadequate credit card processes:

« Cardholder sign-off not timely
« Charges not reflected properly on awards
* Project’s true financial situation is unknown
« CH maxreached; card unusable

* No proper backup or explanation / unallowable costs
« Cannot substantiate charges belong on grant
« Unfavorable audit findings
» Loss of future funding
« Adverse publicity
« Return of $$ to sponsor
« Stress/worry/time spent later providing backup
 Expenses moved to departmental Purpose



Meet the players

Cardholders:
grad students, principle investigators, staff, post docs




: UD Credit Card Flow Chart — PurchasV

Cardholder
(cH) Transaction:
. . e \ziily accuracy
- Sign-in to e Type: Comments— what, when,
Lab supplles Email rec’d Within Works where, why (Full UD business-
purchased for a from Works 2 weeks (attach (r;c(a)lg;ed explanation) and Purpose
roject ;
P f receipts) o *CH Allocates{pertiaps)
v e Sign-off
Detailed
receipt :
u
Write: CH name *Allocate transaction
and Purpose v [Zi+ or PCA):
Give: recelpt to PCA '  Enter correct Speedtype and ||
Email rec’d L. Account ~
/\ from Works
Is receipt

< >

adequate?
NO

L NU T ]
YES l

Goes in CH’s file

Flag in Works or

until statement Email CH: for :
rec’'d better backup v
1 =
Weekly: run report
ProCard ! Email CH: %.....] to find missing CH
Administrator - @)1 " reminder with list sign-offs
SAVAVR)

Transaction:

o Verify allowed hv 1ID policies

e Vzury detailed receipt rec'd

> Verify Comments have completa
UD business-related explanation

e Grants — verify expense is
allowable/appropriate (see:
Problematic Chart) and budgeted
(see: Budget Justification)

e *Allocate Speedtype/Account or
check CH’s allocation

e Sign-oir

Works




Ideas and Suggestions

Project is awarded: share details with stakeholders

Call short meeting: Email stakeholders:
Discuss award details Include award details



Share Ideas with Stakeholders

The stakeholders.

Principle Investigator (Pl)
Grant administrators
Grad students

Post docs

Credit card processors

\ f ,6.
& 8K




Share Ideas with Stakeholders

Details to share:

« COA sheet with award details

« Sponsor requirements

« Budget Justification, Terms & Conditions
« Highlight anything special/unusual

« Who has approval fo charge expenses

« Document in writing/email



Share Ideas with Stakeholders - Email

From = ellell@win.udel.edu
[ m
= To... |LE|§iI‘|E: Ellen;
Send
e, |Jean Meff {(neff@udel.edu); Corbitt, Kathryn L.; Jones, Michele W.; Smith, Linda A.;
Bec.. |
Subject: | Mew Award

Mew award information:

Purpose [ Purpose Description: CHEM312999 NFS TETRAFLEX M JOMES
Project ID: CHEM 31299915000

Awvard 1D: 1599999

Pl: Michele Jones

Start / End Dates: 8/1/2015-7/31/18

Budget specifics:

Terms & Conditions:

Other concerns: Limited foreign travel

Sub-contracts:




Create Email Template with Quick Parts

Message Options Format Text Review Adobe PDF
@ fEh BusineTsard ~ lj _ Elzl '-l_j_) b o %Hyperlink
L
ﬁl:alendar A= Bookmark
Attach Cutlook _ Table Picture Clip Shapes ...
File  Item L&k Signature ~ - Art - BT
Include Tables INustrations Links
From = ellell@win.udel.edu
T
— To... |LEEiI‘|E: Ellen;
Send
Cc |Jean Meff (neff@udel.edu); Corbitt, Kathryn L.; Jones, Michele W.; Smith, Lij
Bec. |

= Quick Parts -

A=

T Eq
£2 sy

Drop Cap =

i, Date & Time

MNew Award

Project ID:
Award ID:

PI:

start / End Dates:
Budget specifics:

Other concerns:
b-contracts:

@ award information:

Purpose / Purpose Description:

Terms & Conditions:

/I

Ir{:rea'ce MNew Building Block
Mame: Mew award information:
Gallery: Quick Parts
Category: General
Description:

Save in:

MormalEmail

Opfions: Insert content only

General

Connectingl! class link

Talh'.’iFnrlﬁnall]mwaf“mﬂanmlhtlﬁmﬁilhﬂ‘m gm%:anmm?mw
=4 [replace 11 digitnumber]

New award information:

Mew award information:

Purpose | Purpose Desen plion:

Start ) End Datec:
Budget specifics:
Terms & Conditions:




Ideas and Suggestions

Training for New Cardholders (CH)

% 10-minute training in Works after first use of credit card

« Works navigation
« Comments — example of a good explanation
« Allocation (if done by cardholder)

« Sign-off within 30 days (or sooner)

% Handout with detailed policies and instructions

If CH will be allocating charges in Works include:
« His/her Purpose codes
 Most commonly-used Accounts



Ideas and Suggestions

Travel

% Meet with traveler prior to trip
* Fly America Act - foreign travel

« Travel budget
* Meals (decide: per diem or UD credit card)
« Receipt requirements

« Remind: Do’s and Don’'t's (Cardholder instructions)



Ideas and Suggestions

Travel

% Cheat Sheet for travelers — wallet card
(Based on College of Earth, Ocean & Environment’s card)

WIVERSITY oo
EIAWARE
¥ Foreign Travel — Check the Fly America Act. A waiver
is needed for a non-U.5. carrier prior to travel.
+" Travel Insurance is prohibited by UD policy.
¥ Lodging — If room service is on the bill, you must get
a separate itemized receipt.
¥ Meals — Non-UD colleagues cannot be covered for
meals while UD employees are on travel. Pick either
Per Dierm or UD Credit Card; you cannot use both on
the same trip (see back).

Meals (choose one):

Per Diem

UD Credit Card

Mo receipts

Get itemized receipts

Pay out-of-pocket and get
reimbursed (Per Diem rate)

Nothing paid out-of-pocket

Mo need to track total
amount

Total cannot go over Per
Diem rate for the trip or you
will reimburse UD for overage

See Procurement website for travel destination Per Diem
rates. www.udel.edu/procurement/travel/

75% Per Diem rate on 1** and last travel days

(front)

(back)




eas and Suggestions

University of Delaware
TRAVEL REQUEST FORM

Travel

Name

Date

Drestination

Return Date

Travel Request Form

Faculty/Staff

If requesting financial support from department or grant, please complete the section below. |

ESTIMATED TRAVEL EXPENSES:
RR/Flight 5 FUNDING FOR TRAVEL
Shuttle, Taxi, Bus, etc. S ~  _ GrantFunds|(if applicable)
Milezge @ 50.56 5 7
[PurposaTitle)
Lodging s
[Purpose Code)
Per Diem Meals calculation:
Per Day Rate 5
#ofFull Days
#daysx Day Rate §
Liflast@75% S 3 Department Funding Requested
‘ ot perDiems
[PurposeCode)
Registration 3
Request Parking/Other & s International Funding Request
[Attach completed ITA Form)
www. udel. edu/zlobalfresearch/travelawar dsfor faculty htm
Estimated Total
Travel Expense 5

—

(based on Mathematical Sciences’ form)

Trawel/Funding Approval

iness/Grants Administrator

Supernvisor Approval




Ideas and Suggestions

Travel

Graduate Student
Travel Request Form

‘ Tota Per D §

(based on Mathematical Sciences’ form)

University of Delaware
GRADUATE STUDENT - TRAVEL REQUEST FORM

Name Date
Destination
Departure Date Return Date

Purpose of Trip

If requesting financial support from department or grant, please complete the section below. |

ESTIMATED TRAVEL EXPEMSES:

RR/Flight 5

Shuttle, Taxi,Bus, etc. 5

Milzzge & 50.56 S

Lodging 5

Per Diem Meals calculation:
ParDayRate 5
# of Full Diays
#daysx Day Rate 5
1%last @ 75% 5

/FUMDING FOR TRAVEL

5 ‘Grant Funds [if applicable)
[Purpose Code)

5 Department Funding Requested
[Purpose Code)

5 Internatioral Funding Request

Registration 5

Regquest Parking/Other §

Estimated Total
Travel Expense S

www. uiel. edu/zlobal/researchy/sr aduatetravelawar ds htm

Have you applied for a2 Graduate Prof essional
Development Award?

OYes OHNo

Funding Approval
Business/Grants Administrator

Advisor/Principal Investigator Approval




Ideas and Suggestions

Shared Drive: store documents centrally

Scanned cc statements, receipts, other backup

« File structure - by fiscal year, month, and CH name
« Receipt copies go into project/award file

Budget Justifications — for verifying allowable charges

COA sheet with project details

Terms & Conditions



Ideas and Suggestions

UDataGlance — Award Data tab

UDataGlance

This application allows University personnel to view University financial data for which they are authorized. If you need to request or change access to purpose code information,
complete the "Access Request UD Financials-Query/UDataGlance” Web Form

Contact General Accounting at (302) 831-2175 or general-accounting@udel edu for questions on UDataGlance

Financial — Statement Proposal Award Fin Position
Summary P View Data Data Report

Award Data » Award Budget Summary

Award ID 0050000 Award Title: SCU/NSF 2014- 2019 Award Budget Summary

s‘f‘r::::r:)t vard beon REINDEER PARASITES Direct Amount (5). 106,588.00
ward begin /114 Cost Share Amount (5). 0.00

Award P! Jones, MicheleW  date: Total Award Amount (S): 526,320.00

Sponsor: santa Claus Award end date:  4/30/19 = =

University Activity: ONC
Type of Award: SB
Proposal & 14A0000 1 F101

Version Id:

Key Resources

Show Viewers
Comments

Terms and Conditions
F & A Rates

F & A Distribution
Award Actuals

® Budget Period Summary (' Project Summary

Current Budget Projected Future Budget

Sponsor Cost Sponsor

Direct Share Direct '3:“ 5"3"‘3 Total
Budget Amount  Amount Amount '“;"'" Budget
Period  Project ID Project Title Project PI $) $) ) L €]
1 FAKE43222115000  SCU/NSF 2014- 2019 REINDEER PAR  Jones, Michele W 106,588.00 0.00 0.00 0.00  106,568.00
Budget Period Total _106,585.00 0.00 0.00 0.0 106,588.00

» Check Start and End Dates
« Award: Available Balance
« Expense Categories: Budget vs. Remaining Budget



\d
ProCard
Administrator "
(PCA) J )

(7]

<

Is this on the

Some transactions deserve
scrutiny based on what

was bought or where it
was purchased.

Does a charge need
more scrutiny?

Grants charges require
extra analysis.

Does the

p0ssibly merchant sell
Contact CONSUMER
PROBLEMATIC cardholder GOODS or
expense chart? for better FOOD?
explanation
Proceed with \1: WHAT Proceed with
regular Allowed by UD Policy? was TG
processing purchased? processing
Gr.ants : Is the HOW does it
Is it ALLOWABLE? explanation explicitly relate to
H.OW is this expense satisfactory research/award?
directly related to an and timely?
award?
Is it reasonable? amazon
VEs ?No Lowe's
¥/DONUTS () TARGET
Proceed with Escalate concerns
regular to business mgr., ebay WViichaells
processing chair, RO grants S
administrator Walmart




Possibly
Problematic

Charges on Grants
Chart

Administrative and Other Expenses that may be PROMBLEMATIC if Charged
to a Sponsored Project

Expense Category Federalor Flow | Non-Federal | Examples
Thru Funds* Awards
Alcoholas part of meals,
Alcoholic Beverages entertainment, ar ather
social events.
Mever Almost never | Credit cards feessuchas

Bank Fees for Credit Cards,
Cash Advances or Gift Cards

banktransaction fees, fees
for gift cards (for research
participants)

Local Meals for UD personnel
{ Bcomplion: personne] recruitmet is

Mealsorsnacks for UD
faculty, staff or students, ar

allowe=d wihen hiring Tor the awand) May be local restaurants.
General Office Furniture Mever ar very allowable if | Desks, chairs, filing
rarely Terms & cabinets, tables, rugs, etc
Y Conditions | Copies Fr-:-ml_.ln'wersr_'rw
. . permits Printing services or from
General Copying and Printing outside wvendar, business
cards
Purchase ofiPad or similar
iPad device such asa Kindle Fire
orSamsung Galaogy
cell phone purchase or usa Purchase of a cellphone or
r P e manthly usage charges
Purchase of phones or
pagersandbasicline
charges, local calls
Other pho i nt
" phone squipme (Long distance charges
attributable to a grantmay
Rarely May be be allowable)
allowable; allowable if :
s v Upgrades to business ar
Airline - Seat Upgrades additional Terms & | first class
justification Conditions
reguired permits Airline expedite fees, TSA

Trawvel- Expediting Fees

Airport Lounge Fees

Trawvel or medical insurance

Trusted Traveler Programs,
expedited passport fee

Admirals Club (American),
United Club, Sky Club
[Delta} US Airways Club,
etc.

Travel insurance, additional
carinsurance coverage and
accidentf lifeinsurance
are prohibited by University
Palicy (3-7)




Ideas and Suggestions

College or Department webpage

Gather all credit card information in one place:
« University and college/departmental policies

Cardholder training

« CH, PCA and IR procedures
« Travel form(s), wallet card

« Card Admin. contact info

e Links:

* Works login
« Travel resources (Procurement website)
« Credit Card info (Procurement website)



Ideas and Suggestions

Other things

Friendly enforcement of deadlines (receipts, signing-off, etc.)

Have scanner on admin's desk

Run Works reports for fransactions not signed-off

« Email reminders with list to each CH
» Use Snipping Tool to capture screen shot

« 2ndrequest is cc'd to chair/dept. head

Same Purpose and Account default in Works

 Example:
FAKE175222 - DECR FUND — YOUR DEPT

149875 - Procard Clearing



Suggestions for Smooth Credit Card Audits
/Make sure each charge has an\

explanation that is
understandable to people
outside your department.

The most common audit issue |
encounter is an unclear

ﬂ:ile receipts and othem K explanation.

backup with the

statements.
This makes it much | understand \
easier to pull the original receipts
backup if a statement must be put in the
\ is chosen for audit. grant file.
Make a copy as
backup for the

\ statement. /

Credit Card
Audit Specialist



Most Helpful Works Reports

Bank of America Statement - same info as the statement
mailed from the bank (PDF)

Supervisor Review - spend report with useful info for
tracking spending (Excel)

Allocations — spending info that includes Comments,
allocation data and option to filter by Speedtype

Transactions — spending info that does not include
Comments; can change dates and department name

CH Not Signed Off - Previous Cycle - all fransactions not
sign-off by the cardholder in the previous billing cycle.



Cost Accounting Standards

. or can this item be charged to this project?

: Is the
Is it Is it Is it Treatment
2 2
Allowable? Reasonables Allocables Conms’ren’re

Included in Budget
Justification

Not disallowed by
Terms & Conditions

Is this expense on the
“problematic” list?

Detailed backup and
adequate explanation

test

The “prudent person”

Necessary to the
project

Purchasing done as
“arm’s length” trans-
action

Directly benefits the
project

Incurred to advance
work of the project

Pro-rate based on %
benefit to the project

Cannot shift costs to
other projects

Consistent with
standard UD practices
and policies

Consistency between
direct/indirect costs
among federal awards



s it
Allowable?
s it
Reasonable?

s it

Allocable?
Is the

Treatment
Consistente




The ProCard Administrator Role

First line of defense against
waste, fraud, or inappropriate
purchases.

You are safeguarding UD’s
future funding and good name.



Parting Words

If you are unsure: ask questions!

Get clarification from the Pl or others in your
department

Seek expert help from Research Office, Procurement
Services, your Sponsored Programs Office, your Dean’s
Office



