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Accounts Payable Memorandum
Effective January 1, 2019, the new cut-off for submitting
disbursement vouchers, service invoices, stipend, and travel
authorization and expense report forms to Foundation
Financial Services will be on Friday instead of Monday.
For example, any documentation received during the week of
January 7, 2019, will be processed on January 16, 2019, (the
following Wednesday’s check run).
PURCHASING CARD-DUE DATE:
As a reminder, please do not print your purchasing card
Statement of Expenses until you have received an email
notification from Wells Fargo, usually around the 10th or 11th
of the month. If you print the Statement of Expenses prior
to the cut-off of the billing cycle on the 9th, the pending charge(s) will not be included in the Statement of
Expenses report.
BILLING CYCLE:
The ninth day of each month
RECONCILIATION CYCLE:
Reminder Period: Wells Fargo sends an email to the cardholders and reconcilers when the 		
statements are ready for review. Cardholders will receive the email notification even if the cardholder
does not have any transactions. Please complete your reconciliation by the 10th through the 19th
of the month and forward the completed Statement of Expenses (CCER) along with receipts and
supporting documents to the approver for approval.
Grace Period: Wells Fargo sends an email to the cardholder, reconciler and approver on the first day
of the grace period, if you have not completed the reconciliation or clicked the Statement Review
button. You must click the Statement Review button to avoid receiving the email notification from
Wells Fargo, regardless if you have completed with the reconciliation. The cardholder must complete
the reconciliation by the 20th through the 22nd of the month. No reconciliation (change of project/
object, allocation) is allowed to pass the grace period by the cardholder or reconciler.
Approver Period: On the first day of the approver period to approve the charges, Wells Fargo 		
sends an email to the approver noting any statements that have not been reviewed by the 		
cardholders. During the approver period, only the approver has access to the statement to update
and make any changes.
Note: Approvers will receive an email from Wells Fargo after each cardholder review is completed
(during the reminder and grace periods). The approver can approve the statement expenses during
the cardholder reminder and grace periods when the cardholder review is completed.
If you have any questions, please contact Pauline Anongdeth at pswong1@cpp.edu or call x2907.
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Grant and Contract Purchase Order and
Bidding Requirements
The Cal Poly Pomona Foundation has the following requirements for the
payment of goods and services relating to your grant and contract project.
•

Purchases under $10,000: The Foundation does not require the
preparation of a Purchase Order Form for purchases of supplies 		
and equipment to one vendor if the total order, including California
sales tax of 9.5% and all necessary shipping costs, is less than
$10,000. You may purchase the goods from the vendor without
submitting a Request for Purchase Order Form prior to placing the
order. If a vendor requires a purchase order to ship you the goods,
the Foundation will prepare a Purchase Order Form based on the
Purchase Order Request Form and price quotation obtained in
writing from the vendor.

•

Supplies, Equipment and Service Amounts equal to and exceeding $10,000 to $25,000: A Purchase
Order Form is required prior to placing the supply and equipment orders and procuring services,
and the amount is equal to or exceeds $10,000 to $25,000. The amount of the purchase of supplies
and equipment must include California sales taxes of 9.5% and all necessary shipping costs.
Per Grant Compliance Guidelines 2 CFR 200, for all supply/equipment/services orders where the
total amount is equal to or exceeds $10,000 to $25,000, two written bids must be attached to the
Request for Purchase Order Form where the lowest bid must be awarded to that vendor. This form
must be submitted prior to placing the order. You must attach the written quotes to the Request for
Purchase Order Form before it is submitted to Foundation for processing. Keep in mind; you cannot
split orders to one vendor to avoid this policy.

•

Purchases over $25,000 to $50,000 for Materials, Equipment and Supplies: A Purchase Order is
required when you are purchasing equipment and supply items from one vendor and the total order,
including the California sales tax rate of 9.5% and all necessary shipping costs, exceeds $25,000 to
$50,000. A minimum of three written price quotations from outside vendors or a sole source memo
must be attached to the Request for Purchase Order Form when it is submitted to Foundation
Financial Services for processing. You are required to accept the lowest price bid out of the three
vendors if you are not able to justify a sole source purchase. Once the Purchase Order Form has been
prepared, you may place the order with the vendor.

•

Purchases over $50,000 for Services: A Purchase Order Form is required when you are procuring
services and the total amount payable to the one vendor exceeds $50,000 on a yearly basis.
A minimum of three written bids from providers must be attached. If the services necessary to your
grant project can only be offered by one vendor due to the specialized services required, a sole source
memo must be attached to the Request for Purchase Order Form when it is submitted to Foundation
Financial Services for processing. Once the Purchase Order Form has been prepared, you may procure
the services needed for your program.

In lieu of three bids, sole source purchases on a non-competitive basis require apparent clear justification
via a memo, which is attached to the Request for Purchase Order Form. The written justification memo must
clearly explain why this particular supply, equipment or service is unique to your grant project and is only
offered by one vendor.
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Some of the items that must be explained in the sole
source memo include but are not limited to:
•
•
•
•
•
•
•
•

Unique performance factors of products
specified
Why is this particular piece of equipment or
supply item unique for your project?
Why are these factors are required?
Why are the unique features for this purchase
necessary for the grant project’s programmatic
objectives?
What other products have been evaluated and
rejected? Why?
Did you research similar pieces of equipment or supply items from other vendors? If so, why were they
rejected?
Why is the chosen vendor the only vendor that offers this particular piece of equipment?
How did you research other vendors to assure this vendor is the only vendor that offers the unique
features needed to this grant and contract project?

It is essential that the sole source memo is clear as to why you have chosen one vendor for purchases of
goods and services exceeding these limits. Please use the Sole Source Template, which should be signed by an
authorized signer of the account and attached to the Request for Purchase Order Form.
Expenditures for grant and contract accounts meeting any of the specifications detailed above must follow
this purchase order policy for the timely payment of invoices. If a purchase of equipment or supplies and/or
services exceeds the limits specified in this memo and a Purchase Order Form was not prepared, the items
will not be paid until compliance with this policy.
Foundation processing time for Request for Purchase Orders is approximately three days (please plan
accordingly).
As a reminder, orders to one vendor cannot be divided into two or more orders, for the purposes of avoiding
this policy. In addition, a purchase order does not pay the vendor for the goods received. A Disbursement
Voucher Form must be submitted with an original copy of the vendor invoice attached after the goods
are received.
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Points to Remember for Travel Expenditures
The Travel Authorization and Expense Report, form number FS02101F,
must be used to request reimbursement for all travel-related expenditures
for grant and contract accounts. A traveler is eligible to claim all of
the appropriate travel expenses for each day of travel if your duties
require you to be away from the general area of your home for a period
substantially longer than an ordinary day’s work. As a result, per diem
meals can only be claimed when there is an overnight stay.
All fields must be completed including claimants and authorizing signature
fields with the person traveling signing the form.
Some important points to remember when requesting travel
reimbursement include the following:
Reimbursement of expenditures must be based on either actual expenses based on itemized receipts 		
with the exception of meal per diem.
Meal per diem and incidentals can only be claimed if there is an overnight hotel stay. The domestic 		
per diem daily meal allowance and incidental is $62.00 and is broken down as follows:
Breakfast

$ 11.00

Lunch

17.00

Dinner

27.00

Incidental

7.00

The breakdown of the per diem daily meal allowance is only provided if you should need to deduct a meal
from your daily travel expenses, which is provided at the conference and included in the registration fee or
you dine with someone else, and they pay for your meal. If this is the case, please deduct that particular meal
from your per diem daily meal allowance. Otherwise, if there was an overnight stay, the full $62.00 can be
claimed for each day of travel.
If a registration or other fee for a convention, conference or workshop includes meals, claims for meal
expenses cannot be reimbursed.
In the event the employee must forgo the provided conference meal, please provide sufficient explanation/
documentation (i.e., for health reasons) with a detailed itemized receipt for the meal that is purchased in lieu
of the provided meal. The purchased meal will be reimbursed up to the per diem daily meal allowance above.
If there are agency/contract compliance limitations to the amount of per diem allowed to be claimed, the
contract limitations will prevail.

6

To maintain consistency with CSU Policy Governing Travel, the Foundation will
be increasing the maximum mileage reimbursement. The standard maximum
mileage reimbursement rate is increased to 58.0 cents per mile from 54.5
cents per mile, effective January 1, 2019. Mileage claimed will be reviewed for
reasonableness based on the departure and destination indicated.
First-class airfares are not allowed.
All items of expense must be properly accounted for and accompanied by
receipts. Items claimed, which do not have itemized receipts will not be reimbursed.
If travel expenditures are paid via a Foundation issued purchasing card (credit card), all travel transactions are
considered advances and must be classified as object code 1120. A Travel Authorization and Expense Form
must be submitted to clear all travel advances. All purchasing card transactions must be detailed on the
Travel Authorization Form.
Whether a travel advance was issued or charges are made to the credit card; the travel claim is required to
be submitted to Foundation Financial Services within sixty (60) days after return, whether or not any balance
of monies is due the traveler or the Foundation. If your grant project expires in less than 60 days, Foundation
Financial Services needs the form as soon as possible, to assure it can be paid from your account.
Items of expense must be accounted for on a daily basis on the travel expense claim form.
When traveling internationally on a federal grant program, you must fly a US Flag Carrier to the further
point. If a US Flag Carrier is not available to the ultimate destination, a memo from the travel agency must
accompany the Disbursement Voucher Form reimbursing for the airline tickets certifying that there are no US
Flag Carriers that fly into that destination.
A detailed explanation of the purpose of the trip must be written in the purpose and dates of the business
box of the Travel Authorization Form. If a conference was attended, we must have the conference agenda
attached to the travel form.
All Travel Authorization Forms must be signed off by all parties being paid on the form.
For example, if a number of student’s hotel rooms are being paid by one faculty member, all of the students
must sign a statement stating that they participated in the travel activities being reimbursed back to the
person receiving reimbursement. This signed statement should be attached to the Travel Authorization Form
prior to submission to Foundation.
When traveling in large groups, all Travel Authorization and Expense Forms must be submitted together for
each person who went on the trip.
All travel involving a Cal Poly Pomona student that will be reimbursed from a Foundation account must have
a Student Release of Liability Form that is completed, signed, dated and attached to all Travel Authorization
Forms submitted for reimbursement. This form, number FS06105F, can be found on the Foundation’s website
at http://www.foundation.cpp.edu/financial/forms.aspx.

7

8

