
ACCOUNTS PAYABLE TRAINING

Specialized Accounting Services



Agenda

 Purchasing and Invoices

 Reimbursements
 Hosting
 Personal

 Provide helpful tools

 Answer your questions



Purchasing

• Plan purchases of operating supplies

• Purchase Order required for $25000 or 
greater

• Centralized & Contracted Vendors

• VISA Procurement Card



Invoices

Please Note on the Invoice:

 Vendor Number
Banner Invoice #
Index Code
Account Code
Amount

*Moving to scanning invoices soon!



Invoices



CLOSING DATES
MONTH END CLOSE

• Personal Reimbursements due by 3rd working day.
•Invoices due by 4th working day.

QUARTERLY CLOSE

•September, December & March



Reimbursements

• Original Itemized Receipt
• Purpose/Agenda
• No alcohol reimbursed

Hosting

• Original Itemized Receipt
• Claimants name, ID#, 

address
• Business Purpose

Personal 
Reimbursement



Hosting

Meal Limits

Breakfast $10
Lunch $15
Dinner $30 
(incl. tips and gratuity up to 15%)

Hosting is usually done in Portland and not in travel 
status.

Expenses for alcohol are not reimbursed.



Hosting

University Place

It’s a MUST when PSU is paying for lodging in Portland.

Guests, candidates, recruits, consultants, etc.

Third Party Billing Form

For exception and approval prior to booking at other 
hotel, provide written memo to the Manager of University 
Place Hotel, Dennis Burkholder, dburkh@pdx.edu

mailto:dburkh@pdx.edu�


Reimbursements

• Original Itemized Receipt
• Purpose/Agenda
• No alcohol reimbursed

Hosting

• Original Itemized Receipt
• Claimants name, ID#, 

address
• Business Purpose

Personal 
Reimbursement



Personal Reimbursement



Personal Reimbursements

DO NOT USE FOR:
• Out of State Conference Registration
• 1099 Reportable Services & Repairs
• Capitalized Equipment
• Tuition/Student Support Payments
DISCOURAGED:
• Anything available from Centralized 

Vendors/Contracted Vendors
• Direct Billed to PSU
• When the P-Card can be used



Direct Deposit (ACH) vs. Check

Direct Deposit: Check:

- Processed Daily - Processed once a week(Wed)
- Saves Money & Time - Paper, envelope, mail, manpower
- Email confirmation - No email confirmation
- Reliable - Check fraud, lost



Contact Information
Office – NH 12-A
Mail Code – BO-SAS Fax #503-725-3400
Email – sasap@pdx.edu

Mary Milner    Laurel Tracy
503-725-4372 503-725-4918
milnerm@pdx.edu tracyl@pdx.edu

Amanda Nguyen Lisa Whedon
503-725-9676 503-725-4731
nguyenaf@pdx.edu whedonl@pdx.edu

mailto:milnerm@pdx.edu�
mailto:tracyl@pdx.edu�
mailto:nguyenaf@pdx.edu�
mailto:whedonl@pdx.edu�


RESOURCES:
PSU ACCOUNTS PAYABLE FORMS/POLICIES
http://www.pdx.edu/bao/formspolicies#facstf_accts_payable

PSU PERSONAL REIMBURSEMENT GUIDELINES
http://www.pdx.edu/sites/www.pdx.edu.bao/files/media_assets/BAO_Personal_Reimbursement_Guidelines.pdf

OUS HOSTING GUIDELINES
www.ous.edu/cont-div/fpm/genl.56.100.php

SPECIAL HANDLING FORM
http://www.pdx.edu/sites/www.pdx.edu.bao/files/media_assets/BAO_Special_Handling.pdf

W-9 PROCEDURE
http://www.pdx.edu/sites/www.pdx.edu.bao/files/media_assets/BAO_W9_procedures.pdf

http://www.pdx.edu/bao/formspolicies�
http://www.pdx.edu/sites/www.pdx.edu.bao/files/media_assets/BAO_Personal_Reimbursement_Guidelines.pdf�
http://www.ous.edu/cont-div/fpm/genl.56.100.php�
http://www.ous.edu/cont-div/fpm/genl.56.100.php�
http://www.ous.edu/cont-div/fpm/genl.56.100.php�
http://www.pdx.edu/sites/www.pdx.edu.bao/files/media_assets/BAO_Special_Handling.pdf�
http://www.pdx.edu/sites/www.pdx.edu.bao/files/media_assets/BAO_W9_procedures.pdf�


QUESTIONS
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