H NORTHERN ARIZONA UNIVERSITY

DEPARTMENTAL PURCHASE ORDER (PD) CONTROLS SELF ASSESSMENT

Accounting for expenditures is a critical activity in any university. Universities have unique requirements
relating to the purchasing cycle (i.e., purchasing, receiving, accounts payable, and cash disbursements) due to
budgetary reporting needs, the various fund types, and statutory compliance requirements related to
disbursing public monies. Internal control must be established to ensure that procurement practices are
consistent with sound business practices and legal requirements. Controls must also provide reasonable
assurance that transactions are properly authorized, accurately classified, recorded on a timely basis and at
correct amounts.

The following list of questions is designed to help you assess the state of your departmental purchase order
(PD) policy compliance. This list is not comprehensive but hits major compliance points of the departmental
purchase order policy. The departmental purchase order policy 304.05 can be found on the Purchasing
website. The optimal answer to each of the questions below is “Yes”.

If you find any “no” responses, now is the time to make a few changes. It may be easier than you think! If
you need help working through process improvements and thinking through alternatives, please feel free to
contact Contracting and Purchasing Services at 523-4557 or the Financial Controls office.

Response

1. Are policies and procedures relevant to the purchasing cycle current and in writing?
2. Are policies and procedures clearly stated and systematically communicated?

3. Are all expenditures of university funds reasonable, necessary, directly related to the goals of
the department/university, and in compliance with applicable regulations?

4. Are PDs generated in Advantage prior to ordering goods or services?

5. Does the department utilize a PD for purchases that exceed $5000 only for these specific
items?
e Construction and Real Property Contract Payments (Capital Assets only)
e Entertainer Fees (Contracted only)
e Game Guarantees (Athletics only)
e Game Officials (Athletics only)
e Gate Receipts - Flagstaff Public Schools (Athletic Events)
e  Grants - bestowed by NAU on outside agencies or individual students
e  Guest Lecturer
e Guest Speaker
e Honorariums
e Insurance Claims
e Intergovernmental Agreements
e Interviewee Expenses

e Participant Fees


http://www.nau.edu/purch/Procedures/304.05_Departmental_PO.htm
http://www4.nau.edu/comptr/financialcontrols.html
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10.

11.

e Payments legally required from NAU by the Arizona Board of Regents, State and Federal
e Performer

e Government or other governing agency

e Program Review Fees

e Recruiting - Including candidate expenses and hotel accommodations. This does not include

advertising to obtain qualified applicants for a vacant position.
e Refunds
e Registration Fees

e Reimbursements — This does not include employee reimbursements for the purchase of goods and/or

services in excess of $5000
e Royalties
e Stipends
e Student Program Fees
e Subcontract under Sponsored Project
e Subscriptions and Dues
e Taxes
e Temporary Employment Services
e Traffic School Tuition
e Vehicle Registration

Does the department refrain from splitting orders to circumvent the $5000 purchase limit?

Does the department contact NAU Environmental Health and Safety office to see if insurance
is required on the purchase of any services?

Does the department ensure that PDs do not commit the university to additional future
purchases?

If the vendor requires a contract signature, does the department send the contract to
Purchasing for signature prior to placing the order?

Does the department refrain from purchasing goods and services from university employees
or firms owned by university employees?

Does the department refrain from using a PD to purchase the following goods and services?

e Alcoholic beverages

e Animals of any type; dead/alive

e Bars/Cocktail- Lounges/Discotheques/Nightclubs/Taverns/Drinking establishments
e Capital equipment (items costing more than $5000)

e Financial institution/Travelers cheques/Securities/Insurance

e Fines/Penalties
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12.
13.
14.

15.

e Firearms/Ammunition/Explosives
e Flowers

e Gifts/Contributions

e Legal fees

e Lloans

e Material prohibited by State or Federal law (i.e. fireworks or controlled substances)

e Narcotics/All drugs

e Package stores/Beer/Wine/Liquor

e Personal purchases

e Purchases from university employees or firms owned by university employees

e Purchases in which a university employee has a conflict of interest, and that employee
participates in the purchase process

e Radioactive materials

e Rare and precious metals

e Renovation/Construction/Removal and/or installation services that may impact/disturb
Asbestos Containing Material (ACM) or Presumed Asbestos Containing Material (PACM)

Does supporting documentation adequately identity what was purchased and how the
purchase serves the public purpose?

Is a hard copy of the PD sent to the vendor so that vendor invoices reflect the university
order number?

When the department receives and accepts the item(s) or service(s) ordered, is a receiving
report (RC) entered against the appropriate PD, indicating the items received?

Are all original vendor invoices sent to the Accounts Payable Department?
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Please enter any comments in the box below. Please be sure to reference the question number.

Questionnaire Completed By :

First Name: Last Name: EmplID:
Department: Date Completed:
Please enter 3 letter code from this list. Please use format mm/dd/yy

By submitting this form, | am attesting that all information

given is correct and whole to the extent of my knowledge.
Please submit only once — this process may take a moment.

To reset the entire form, including comments, click here: | RESETFORM



https://www4.nau.edu/advantage3/jurisbudmngr.asp
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