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Agenda

e Student Employment - Summer/Fall 2019 - Jessica Howell
* Journal Vouchers - Monica Goldsby

e TigerBuy New Supplier/Vendor Registration - Kim Marks

* Audit Notes - Vicki Deaton

e What’s New? Who Knew? What’s Due?
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Student Employment
Summer & Fall 2019

Jessica Howell - Coordinator
Student Financial Aid

MEMPHIS.



Summer 2019 Process

e Students do not need to be enrolled for the Summer to work
under Regular Student Employment (RSE); however, they
need to have maintained at least half-time status for Spring
2019 and be enrolled again at least half-time for the
upcoming Fall semester.

 Please do NOT submit paperwork if student is not yet
enrolled for the Fall 2019.

* Registration begins April 1st for Summer & Fall 2019

THE UNIVERSITY O
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Summer 2019 Process

* Notify student that FICA taxes will be withheld if they are
hot enrolled at least half-time in the Summer.

 The student is responsible for obtaining a Summer Parking
hangtag to avoid parking tickets.

MEMPHIS.




Summer 2019 Process

e If employing for both the Summer and Fall semesters under
RSE, complete ONE RSE Payroll Action Form with employment
dates inclusive of 5/11/2019 through 12/20/2019.

 There is no Federal Work Study (FWS) available for Summer. If
working under the RSE program for the Summer only, list
employment dates from 5/11/2019 through 8/16/2019.

e If working under the RSE program in the Summer, then
switching to FWS for Fall, fill out a FWS Payroll Action
Form to pick up from 8/17/2019 through 12/20/2019.

MEMPHIS.




Summer 2019 Process

 |f the student is graduating at the end of the Summer
semester, they have to be enrolled in at least half-time in the
Summer. Their employment dates will be from 5/1/2019
through 8/17/2019.

e |f the student cannot meet enroliment requirement, please
contact our Human Resources Department at (901) 678-
3573 to hire student as a Temporary Employee.

MEMPHIS.




Fall 2019 Process

 Ifitis a new student starting in the Fall (i.e., never enrolled here
prior to Fall 2019), the first day the student can work is
Monday, 8/26/2019 and can go through 12/20/2019. These
would be incoming freshmen, new graduate, transfer students,
etc.

 We will begin posting FWS awards for 2019-2020 once Spring
2019 grades are posted.

e Grades will be posted in late May or early June.

MEMPHIS.




Enroliment Confirmation

e Students that are:
— Education majors
— Nursing majors
— Studying Abroad

Will need a letter from the department stating
they will be enrolled in at least half-time (6 hours)
for the respective semester.

MEMPHIS.




Enroliment Confirmation

 The letter will need to have the following
information.
— Name
— U-ID number

— Number of hours for the Summer or Fall 2019
semester

— Attach letter to the Payroll Action Form

MEMPHIS.




Questions
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Transfer Voucher Form

-4 Transfer Vouchers !

Create Transfer Voucher

Transfer Voucher Inguiry

Monica R. Goldsby - Manager - General Accounting
Accounting Department

MEMPHIS.




Purpose for Transfer Voucher Form

 To reclass expenses from one FOAPAL to
another.

e Classify expenses and revenue income in the
proper period within the current fiscal year.

* Monthly departmental charges (such as Copier
Vending, Physical Plant, etc.)

 Correct keying errors.




Tra"nsfer Voucher Form Needs:

Date at the top left corner
Account Title

Index, Fund, Organization, Account and Program
Activity (if applicable)

Amount
Comments

Signatures for:
— Approver for Department Charged (unless on file)
— Approver for Department Credited




Full Transfer Voucher Form

THE UNIVERSITY OF Transfer Voucher

M E M PH l S %j General Online Help
B Submit Completed Form to the Accounting Office, Administration Bldg.. Room 275

TVNo_l |

Date: '

Complete
ACCOUNT CHARGED

FOPA in Index Fund Organization Account Program Activity Amount
Banner. Refer || || || ” | |

to Finance ] |

Program I I Il I I i
Guide. | Il I I /| I I ||
| | | I | | I |

ACCOUNT CREDITED
Account Title Index Fund Organization Account Program Activity Amount

| Il I I I I i
| || | I | | I |
| Il I I Il I I [
| Il I I Il I I i

ensure to Request for cost transfer must be within 90 calendar days of initial charge, and occur in current Fiscal Year.

include Comments — Provide reason for cost transfer, and how costs are allowable and allocable. If cost transfer exceeds 90 days
Comments. of initial charge., explain why cost was charged incorrectly.

Approver for Department Charged: Approver for Department Credited:
Signature Date Signature Date

Approvals — Type & Sign Names. Signature of Chair and Dean required when cost transfer exceeds 90 days of initial
charge. Signature of Grants & Contracts Accounting and Principal Investigator required when cost transfer affects
restricted Ledger 5 accounts.

Department Chair: Dean:

Signature Date Signature Date:
Principal Investigator: Grants & Contracts Accounting:

Signature Date Signature Date:

By signing abowve, the Principal Investigator certifies the cost transferred is an appropriate expenditure for the sponsored agreement
charged, and the expenditure complies with the terms and restrictions gowvemning the sponsored agreement.

MEMPHIS.




Finance Program Guide

* |s extremely helpful.

e https://bf.memphis.edu/spectrum/results-
program.php?program=4769

U THE UNIVERSITY OF Finance
%] MEMPHIS Program Guide

FOAPALS FOAPAL Lookup Results

search by index

search by fund 0 Records Found.

search by organization

x::n E{EM = Lookup Results Matching Program :

x::n E; x:ﬁﬂﬁ:emﬁ Organization ivi Location

search by index title A ¥
SIGMATURES Mo records found.

signatures by org

signatures by name

approval queues by org —_

approval gqueuses by name = B ke

EPAF approval queu 25 by

name
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https://bf.memphis.edu/spectrum/results-program.php?program=4769

Transfer Voucher Deadlines

ACCOUNTING MO ES (FY-19)
Month End FUPLOAD JV P-Card File Journal Entry Run F&A Closing
Jul Mon, Aug 06, 2018 Mon, Aug 06, 2018| Tue, Aug 07, 2018/ Wed, Aug 08, 2018 TBD
Aug Tue, Sep 04, 2018 Wed, Sep 05, 2018| Thu, Sep 06, 2018|  Fri, Sep 07, 2018 TBD
Sep Wed, Oct 03, 2018| Thu, Oct 04, 2018|  Fri, Oct 05, 2018| Mon, Oct 08, 2018 TBD
Oct Mon, Nov 05, 2018| Tue, Nov 06, 2018| Wed, Nov 07, 2018| Thu, Nov 08, 2018| Thu, Nov 08, 2018
Nov Tue, Dec 04, 2018| Wed, Dec 05, 2018| Thu, Dec 06, 2018|  Fri, Dec 07, 2018  Fri, Dec 07, 2018
Dec Fri, Jan 04, 2019| Mon, Jan 07,2019 Tue, Jan 08, 2019| Wed, Jan 09, 2019| Wed, Jan 09, 2019
Jan Tue, Feb 05,2019| Wed, Feb 06, 2019| Thu, Feb 07, 2019|  Fri, Feb 08, 2019|  Fri, Feb 08, 2019
Feb Tue, Mar 05, 2019| Wed, Mar 06, 2019 Thu, Mar 07,2019| Fri, Mar 08, 2019| Fri, Mar 08, 2019
Mar Thu, Apr 04,2019  Fri, Apr 05, 2019| Mon, Apr 08, 2018| Tue, Apr 09, 2019| Tue, Apr 09, 2019
Apr Mon, May 06, 2018| Tue, May 07, 2019| Wed, May 08, 2019| Thu, May 09, 2018] Thu, May 08, 2019
May Tue, Jun 04, 2019 Wed, Jun 05, 2018| Thu, Jun 06, 2018|  Fri, Jun 07, 2019|  Fri, Jun 07, 2019
Jun Fri, Jul 05, 2019 Fri, Jul 05, 2019 TBD After AP TBD
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Common Mistakes

 Dates missing
e FOAPAL information missing or incorrect

* No Comment or purpose for Transfer
Voucher

e Approval Signature missing

e Amount(s) missing

 Budget Pool Account Codes (73000, 74000,
etc.)

MEMPHIS.




Frequently Asked Questions

e Where can transfer voucher forms be found?
— Accounting Webpage
https://www.memphis.edu/bf/forms/finance.php
— Under the Finance Forms - Accounting - Transfer

Voucher - PDF

* Who do | contact if an error is discovered and

heeds to be corrected?

— Accounting Data Entry Error - Please email us at:
accounting@memphis.edu

— Department Error - Resubmit correct Transfer
Voucher



https://www.memphis.edu/bf/forms/finance.php
mailto:accounting@memphis.edu

What’'s Missing?

— Transfer Voucher

M E M P H IS v General Online Help
® Submit Completed Form to the Accounting Office, Administration Bldg., Room 275

Al

Date: [09/28/2018 TV No.
ACCOUNT CHARGED
Account Title Index Fund Organization Account Program Activity Amount
Accounting 262200 110001 511000 73200 4600
ACCOUNT CREDITED
Account Title Index Fund Organization Account Program Activity Amount
Grants 262300 110001 511030 73200 4600

THE UNIVERSITY (

V] MEMPHIS.
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What's Wrong?

=

AUl

Transfer Voucher

General Online Help
Submit Completed Form to the Accounting Office, Administration Bldg., Room 275

Date: [09/28/2018 TV No.
ACCOUNT CHARGED
Account Title Index Fund Organization Account Program Activity Amount
Accounting 262200 110001 511000 74470 4600 200.75
ACCOUNT CREDITED
Account Title Index Fund Organization Account Program Activity Amount
Unallocated General Acctg 265105 110001 800500 4600 200.00

U
M

THE UNIVERSITY (
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's W
What's Wrong?
— Transfer Voucher
M E M P H IS o General Online Help
® Submit Completed Form to the Accounting Office, Administration Bldg., Room 275

hUl

Date: |09/28/2018 TV No.
ACCOUNT CHARGED
Account Title Index Fund Organization Account Program Activity Amount
Accounting 262200 110001 511000 74470 4600 175.00

ACCOUNT CREDITED
Account Title Index Fund Organization Account Program Activity Amount

Payroll 262155 110001 513000 74000 4600 175.00

THE UNIVERSITY (

V] MEMPHIS.



TVs Requiring Add’l Processing Time

Prior to posting:
o Grants Accounting: Must review all transfer
vouchers with Index Numbers that begin with

“OXXXXX.”

* Financial Reporting: Must review all transfer
vouchers for Fixed Assets Account Numbers
that begins with “78XXX, 74504, 74510, and
74511




Transfer Vouchers that CAN'T be
processed

 Transfer Vouchers with Salary Benefit
Account Codes 6XXXX, with the exception of
Employee Discounts and Fee Waivers
(62710, 62720, 62750, 62760).

— Any change required for salary accounts should
be submitted on a Salary Redistribution Form.

e Budget Pool Account Numbers (73000,
74000)




Questions

MEMPHIS.




TigerBuy New Supplier/Vendor
Registration

“lgivg

Kim D. Marks, Jr. Procurement Assistant
Procurement & Contract Services

MEMPHIS.




Procurement and Contract Services
Vendor Registration Process

What is required to register with Tigerbuy or become a registered vendor?

% All of the requirements for Tigerbuy vendor registration are dictated in theWelcome Letter. vendors
can either register online using these instructions or complete the PDF or paper Vendor Registration
and W9 forms. Completed forms must be scanned and emailed to procurement@memphis.edu.

& The benefit of the vendor completing self -registration online is that vendors will have access to receive
emails/alerts for upcoming or current bid opportunities with the University of Memphis. The vendor can
also control personal options by creating their own username and password for the account. Online
registration also provides history of registration and documents.

&  After the vendor registers initially (with online or paper forms), they won’t have to do it again. However, if
any of their information changes such as tax identification number of address changes, the vendor will
have to submit the proper documentation such as an updated W9 to get modifications made.

Please contact Kim D. Marks in Procurement and Contract Services (901) 678-3853 for any questions about
the forms or registrations.

MEMPHIS.



mailto:procurement@memphis.edu

Welcome
Letter

Link: Welcome Letter

MEMPHIS

Dear Potential Vendor:

Procurement and Contract Sorvices

115 Administration Building
Memphis, Tennessee 38152-3370

Office: 901.678.2265
Fax:  901678.2102

wnw. memphis.edu/procurement

The University of Memphis invites you to become a registered vendor in our eProcurement System,

Tigerbuy. Registering with the UofM allows you to receive purchase orders, contracts, and bid

opportunities related to procurement transactions.

Register with us online today at hitps:bf memphis eduftbuy/. We do not want you to miss our bid

opportunities.

regarding registering can be directed to the office of Procurement and Contract Services at

a
901-678-2265, or by email to purchasing@memphis.edu.
‘We look forward to your business connection to the UofM!

Sincerely,

Procurement and Confract Services

2o Tl Cpperranky - Amutes At

MEMPHIS.


https://www.memphis.edu/procurement/pdf/tigerbuy_welcome_letter.pdf

TOEAROTE U of M: Pracuspment and Contract Services

MEMPHIS

In order 1o comply with reporting regulations as required by the State of Tennessee and the United States faderal income
tax laws, it is necessary that the following information be provided prior to the issuance of any University confract. A copy
of W-9 or W-8 must be attached.

Submit form to

Name of Contractor: Is Contractor a US citizen?

Yes Mo
Federal D / Social Security Number:
If yes, inchsde an authorized W-8.

If o, enter country of citizenship:

ded from Federal F
Nenprocurement Programs? il (i not @ US Citizen, please include a copy of Visa and W8
" Yas with this form.)
No
Address: Contact Information:
(Line  Phone number:
1
2) e Fax number:
{City)
E-mail address:
(State, Zip)
Kind of Ownership (Must select one): Minority/Ethnicity Code (Select one if applicable):
Govt. {G0) African-American (MA)
Agency of the State of Tennessee (SA) Mative American (MN)
Mon-Prafit (NO) Hispanic American (MH)
Majority (MJ) Asian Amesican (MS)

Minority® (see definition)

Woman (WO)"™* {see definiion)

Small (SM)*** (see definition)

Service-Disabled Veteran (DV)***" (see Morth American Industry Classification System

definition) Industry
Disabiftias™**** (see defintion) (MAICS) Codels): (Required)

(Mote: If Contractor quslifies in multiple categories as small, woman-owned and/or
mmorlty. Canlracbor o spedry in which calegory hefshe is o be for reporting and purposes.)

Small Minority Woman Owned . Service-Disabled Veteran . Di

Prtpsclint snemphis eoulorms procuremany Duscwner. Sl

Vendor Registration Form
nepcuremant@memghis edu.

102018 o M- Precuserment ard Cone Sanvos
Certification: | cortify that all the Information as completed above s accurate and true.

Kaene (Printnd)

Tite:

Signature Gate

Create 8 Print the form | | Resst

*Minrity Ownarship Clarification:
“Minority cnod busingss® means & busingss thal is a continuing, independent, for proSt business which performs &
commurcially useful Aanesion, and |s ot least filty-ona pﬂmﬂi-‘ﬂ““ nod by ome (1) of
ndivicunls who an iln the becauss of pasl prachces of

basad on race or slhnic background.
"Minority” maars & parsan wha I8 B citizen or lawlul permanent resident of the United States and wha is!
a) Alrican American (3 parson having origins In any of the black raciel groups of Afical;
n] Hispanic {a person of Maxican, Pupria Rican, Cuban, Central of Scath Amarican, or gther Spanish culture
of arigin, regordiess of race);

€} Asian Amencan (8 perscn in arry of th ;! f thve Far East, S 4
the Incian unoonnml. o the Pacifc Islands); or

of North America).

) Native American (a person having origina in any of the

“Woman Owned Business Clarification:

A “woman-cwned business’ means & woman cwned business thit is 8 consnuing, indapendent, for profl businass which
performs o commancially useful function, and is ul ket ffly-ong Pﬂ“'-‘“"li!\“ill7\r""6*’!“*’l3€>'| by ono or more
women, or, in the cass of any publicy cwned business, al loast fity-0ne parcont (51%) of th stock of wikch is owned and
controlled by one (1] cr mees women and whose management and daily business operalicns s under the control of cne
[1) & moro women

A *small busingss” means 8 business that is independently owned and opeated l\mpmﬁr. i nat desninant in its el of
operation and s not an affillate or subsidary of 8 budiness dominant in its Seid of cperal

Tha Gowemar's Office of Diverstty Businosa Entorpeise estabiishes smal b Industry si
Thumawwmsmwuuwumnmr‘mawnmummmmml The anmwal receipts ar
nwiwr of erplayeas indicates the maxnrwum allcwed for a small business concem and its affiiales bo be considensd

‘Sarvice-Desatied mean any par sarved hanorably o active auqrm the Armed Forcas
of s U Sl vl o loah  ordy y that is ha such disabilty

s iocurrod o aggravated 1 Ina Sva ol Guty n the active MIRATY, Nl o B Bervice. “TurADSS0e 36nce
voloran awnod Dusiness” means a servica-disablod veforan ownod busingss Iha1 15 & mmmhg Indepareont. tor prodt
business. focated I the sinte of Tonnessee that parfarms a comeercialy usefu functin, &

L atioes Myooe pamunusmwume ond controliod nymumor e sorvice-ciaabled ownod veterans:
{1 et unmm;

parcent m]mmmmwmemwmm
2. In the case of any publicly owned buluw mumrwwmmonubmmmsmehermmhmmm
ang (1) or od votemn and whose ¥ are

it 581 e SOUSBDTICUe e et

Vendor
Registration
Form

Link: Vendor Registration Form

MEMPHIS.



https://bf.memphis.edu/forms/procurement/busowner.html

IRS W9 Form

https://www.irs.gov/pub/
irs-pdf/fw9.pdf

. W=9 Request for Taxpayer tive Eomm tothe

(v, Octobes 2018 Identification Number and Certification requester. Do not
Dhepuegtreent of e Tnessy . - N . . send to the IRS.
Inteani Revenis Seovoe »Got %, “orniWg for and the latest

1 Mame ias shewn o y ol Neome tax ram), Mame i requred on thes ne: 40 net leave the line biank.

2 Fusinens namesdisregardod enlity name, if Gflorent from abose

3 Check appropriate b for federal ta of the person enterod on ke 1, Check cnly the | & Exemptions (sodes apply orly to
fedlowing soven bonees Goran ontilios, not individuas; soo
irstrustions on page 3
O indvidstrcloprogeioorer [ G Goporen (] o [ pumetio [
singhe-member LLE Exempt payse code (1 am)
Limited Kabdity compary. Enter the to dassif (C- i, 5~ icn, P-Partnership) ®
Note: Clweck B appropte bo s the bne aboue ko e © o thee sanghe Lot e, [ ek | Exemption from FATGA reperting

LLE i the LLE i chassiied s & single-eanber LLC that s dessgadsd from the ownes wless theowrer ol e LLC 1s |
another LLG that is not disregarded from the avmes for LS federal tiot pueposes. Otheraise, a single-member LG that :

s desogard od from e owne shoud chock [T il ownor.
T Oher s westructens) b

FATTIOE £ 000N MANINGT U0 e LL5)

B Addboss (wimbor, stroot, and opt, cf Sl o 550 nsuchons,

Print or type.
San Spacific Instrustions on page 3

6 Caty, state, ared JIF code

Requoster's name and addeess {ophenal)

T Listacoourd tmanbe ) hete jopbond

P

Taxpayer Identification Number (TIN)

Enter your TIM in the appropriate box. The TIN provided must match the name given on ing 1 to avold Social security mamber ]
backup withholding. Forll\dmthils this is generally \M social security umber {SSN). However, for a l l 1 l l ‘ T l l ‘

regident alisn, sole prop

Nota: If the account is in mose than . gee the i

entity, see the for Part |, lzter, For other
onilllos it i your nmuwor Im-rncmm number {EIN). I you de not have a rumbar, see How o get a
TIN, later.

or
tor line 1. Also see What Name and Employer identification number

Number To Give the Requester for guidelines on whase nurmbes 10 anter

NEERNNERR

Certification

Under penaities of perjury, | certiy that:

1. The number shown on this form is my comect taxpayer identification number [or | am waiting for a number 10 be issued to me); and
2 | am not subject to backup withholding because: {a) | am exempt from backup withholding, or {bj) | have not besn notified by the Intemal Revenue
Service JRS) Ut | am subject lo lm;kw mlh‘lddiu @5 @ result of a failure 1o report all interest or dividends, or {c) the IRS has notified me that | am

no longer subject to backup withholding; and
3. lam a US ditizen or other LS. person (defined below); and

4. The FATCA codels} entered on this form (f any) indicating that | am exempt from FATCA reporting is comect.

Certification instructions. You must cross out fem 2 above if you have been notified by the IRS that you are curently subject to backup withholding because
you have falled to report all interest and cividends on your tax rem'n For real edmwmsamrz item 2 does not apply. For mergage interest paid,

acquisition or abandonment of Secured propery,

(IRAy, and generally, payrments

other than interast and dividends, you era not leq.llred o sign lhe cemlicellon but yul must provida your corrast TIN. Sea the instructions for Part |, later

ign Signature of
Here | us. person>

Drate =

General Instructions
Section references are to the Internal Revenue Code unless ctherwise
lad.

Future For the latest infs about

related to Form W-9 and its instructions, such as legislation enacted
atter thay ware published, go to www s A,
Purpose of Form

An individual or entity (Form W-8 reguester) whe is reguired to file an
infermation refurn with the IRS must cbtain your comact taxpayar
Icertification number (TIN) which may ba your Social sacurity number
(SSN), individual taxpayer identification number (ITIN}, adepticn
taxpayer identification number (ATIN], or employer identification number
(EIN), o repert on an information retum the amount paid 1o you. of olher
amount retum.

retums includs, but are not limited to, the tollowing,

= Forrn 1089-INT {nterest earmed or paid)

+ Form 1099-DIV (dividends, including those from stocks or mutual
funds)
+ Form 1099-MISC (varlous types of income, prizes, awards, of gross
proceeds)
* Form 1086-8 {stock or mutual fund sales and certain other
fransactions by brokers)
= Form 108§-5 iproceeds from real estate trangactions)
= Form 1088-K (merchant card and third party network fransactions)
+ Form 1058 (home mortgage intersst), 1098-E (student loan interest),
1088-T (tuition)
« Form 1089-C [sancalad debt)
= Form 1099-A [acquisition o abancdonment of seared property]

Use Form W-8 only if you are a .S, person including a resident
alien), to previde your comect TIN,

If ot do not retum Form W-8 1o the requester with & TIN, you might
be subject to backup withholding. See What is backup withhelding,
Tater.

Cat, No. 10231

Form W8 Rev, 10-2015)

MEMPHIS.


https://www.irs.gov/pub/irs-pdf/fw9.pdf

There are 8 pages
to this document.
https://www.irs.gov/pub

/irs-pdf/fw8bene.pdf

+ur W=-8BEN-E Certificate of Status of Beneficial Owner for
United and R

: Tax Withholdi g (Entities) .
?::.‘::iﬁ‘.ﬁl.. Thoasury: | 7 FOT Ty Soiiie Fom W.3SE4 > = ,,,,.,.,,m, Revecun G OME No. 15451621
Inteanial Revenie Seavice rammmmum-mumw Domumumlns.

Do NOT use this form for:
= U.5. entity or U.5. citizen or resident
* A torsign individual

= A toreign individual or entity de-mlng Ih:n income is olroﬂnmly oumomd with tho :mr.luct nl mmln o l:uslnacs within the U.S,

Instead use Form:
W
W-SBEN fhdmmﬂ] o Form 8233

(unless claiming treaty benefits) . - W-gECI
* A foreign partnarship, amrum simpla ruet, or a Ioruon warnnﬂrus‘t [unlses elalm Imty benalits) (Ees netructions for exceptions) - W-BMY
= Atoreign . foreign central bank of issue, foreign tan-exempt organization, foreign private feundation, o

wemmenl olal.s posaessm dammg et ncome is effectively connected U.S, income or that is claiming the Whmly ol sectionis) 115(2),

501(c), $92, 895, or 14430) [\nlmelajmnu lreaw for other .. . W-BECI|or W-8EXP
* Any parson acting as an i a acting as a qualifiad ﬁmiv-aﬁm doal-an WAEMY

m Identification of Beneficial Owner

1 Name of organization that is the beneficial ownar

2 Country of incorporation or organization

3 Name of g receiving the payment {if 06
4 Chapler 3 Stelus fentity type) Must check cnebox onlyk (] Corporation [] Disregarded entity T Partrership
[ simple trust [ Grantor trust [] Compiex trust [ Estate ] Govemnment

[ Contral Bank of lssue ] Tax-swempt organization [ Private

If you entered disregarded entity, partnershep, sample trust, of grantor trust above, is the entity o hybnd making a treaty

clam? If *Yes® complate Part Il

[ ves  [Ino

5 Chapter 4 Status (FATCA status) (See instructions lor details and complete the certification below lor the entity’s applicable status.)

[] Nenparticipating FFI fincluding an FFI related 1o a Reponting 1GA
FFI other than a dsemed-compliant FFI, partisipating FFI, e
sxempt beneficial owner).

[ Participating FF1.

] Reporting Model 1 FFI.

(] Reporting Mocel 2 FFI.

L] Registered desmed-compliant FFI (other than a reparting Model 1
FFI sponsored FFI, or nonreporting 1GA FF| covered in Part XI5
Ses instuctions

[ Sponsored FR1, cmlm Part V.

"] Honreporting IGA FFI. Complete Parml

] Foraign g us. , of loreign
contral bank of issue. Complete Par: i,

] intemational organization. Complate Part XIV.

__| Exornpt retiramant plans. Complata Part XV,

] Entity wholly cwned by exempt bensfickal ownars. Complate Part X1

L] Territory financial institution. Complets Part XUH,

7] Excepted nenfinancial group entily, Cemplats Part XVIN,

"] Excepted nonfinancial start-up company. Complete Part XIX.

O entity in or

1 8011c} organization, Complate Part XX1
| Menprafit organization. Complats Part 3001,
) Publicly traded NFFE or NFFE effiliste of a publicly traded

[] Centifiea o local bank. Complste Complets Part XX
Part V.
ifiod dosmad FF1with only b L acsounts.
Complata Part Wi
[ cenified gesmed closely held

Cemplate Part X011

vehicle. Complete Part VIl
[ Gertified desmed-compliant limited life debbt investment entity.
Complete Part VI,

[] Geetain investment entiies that do et maintain

] Excepted territory NFFE. Compists Part XXIV.
1 Active NFFE. Complete Part XXV

] Passiva NFFE. Complate Part 300

d ffiliate FFI. Compiats Rart 30011

Complate Part [0
] Cwmner-documantad FFI. Completa Part X.
L1 Restricted distributer, Complote Part X,

_| miract raperting NFFE
_] Sponsored desct reporting NFFE. Complets Part XXVIIL.
J Account that 1s not a financial account.

6  Pamanent residence address (sireel, apt. of suite no., or rural route). Do not use a P.O. box of in-care-of address (cther han a registered address).

City e town, state or province. Include postal code whears appropriate.

Country

7 Mailing address §f citferant from above)

ity of towmn, state of province, Inchude postal code where appropnate.

8 US taxpayer identification number [TIN), f required I fa GIN

10 Refarence number(s) (ses instuctions)

Country

I Foraign TIM

Mote: Please complete remainder of the fom mncuding ssgring the form in Part X300
For Paparwork Act Notica, 3 Cal, No. SHES0N

Fonn W-BBEN-E s 72017
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Top 5 FAQs or Concerns

& My vendor said that they completed their Tigerbuy online
registration. Why can’t | find them in our system?

& | have the UID for the vendor, and | can see their profile in
Tigerbuy. Why am | not able to complete a purchase order for
them?

&€ What is the difference between registering online and with
paper/PDF registration forms?

& What is the process for registering an individual or person in
Tigerbuy?

&€ My vendor invoice was paid by Accounting in the past. Why
do | have to register them now?

MEMPHIS.




Answers

& My vendor said that they completed their Tigerbuy online registration. Why can’t |
find them in our system?

& Please contact Procurement at procurement@memphis.edu to check the status of your vendor’s
registration. Registration does not mean the profile is active, entered, and COMPLETED. Completed
registrations mean information all information is received, accurate, and entered in both Banner &
Tigerbuy. Incomplete registrations default to ‘Draft’ status until supplier submits documents.

& | have the UID for the vendor, and | can see their profile in Tigerbuy. Why am | not
able to complete a purchase order for them?

& You may be able to see the vendor in Tigerbuy. But, they profile may be INACTIVE. The vendor will have
to update company information or may not be registered at all. Please contact Procurement at
procurement@memphis.edu to ask about the vendor’s status.

& What is the difference between registering online and with paper/PDF registration
forms?

& The benefit of the vendor completing self -registration online is that vendors will have access to receive
emails/alerts for upcoming or current bid opportunities with the University of Memphis. The vendor can
also control personal options by creating their own username and password for the account.

& What is the process for registering an individual or person in Tigerbuy?

& Tigerbuy will not allow individual W-9 with Social Security Number to be uploaded. Individuals are
required to submit their W9 manually and email to procurement@memphis.edu along with a copy of
your VALID PICTURE ID to complete the application process. So, completing the paper registration
forms attached may better serve individual registrants.

& My vendor invoice was paid by Accounting in the past. Why do | have to register
them now?

& All vendors must also complete the vendor registration either online or paper form along with the W9
form in order to be paid.

MEMPHIS.
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Procurement & €ontract Services
Contact Information

Email: procurement@memphis.edu
Phone: 901-678-2265
Website: http://www.memphis.edu/procurement/tigerbuy/
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Questions
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Audit Notes

INTERNAL

Vicki Deaton, Chief Audit Executive

MEMPHIS.




Fixed Asset Audit

e One of our areas of audit is Fixed Assets.

e An audit of Fixed Assets is included in all
departmental audits.

 An audit of Fixed Assets is sometimes
performed as a separate audit.

Organizations are currently performing their
owh Fixed Asset Audits for the annual
inventory confirmation completion.

MEMPHIS.




Audit Objectives

1. To ensure that Fixed Assets physically exist

and that Fixed Asset records are complete
and accurate.

2. To determine compliance with BF4025
Equipment Inventory, GE2029 Lost or
Stolen University Property, and other
related University policies.




Policy Definitions

» Capital Equipment: Single equipment items
(movable, repairable, durable, and unique)
costing $5,000 or more

» Sensitive Minor Equipment: Single equipment
items (movable, repairable, durable, and
unique) costing between $1,500 and $5,000
and that are vulnerable to theft

» Workflow System: Centralized Fixed Asset
System to track all Capital Equipment and
Sensitive Minor Equipment




Policy Requirements

» Capital Equipment and Sensitive Minor
Equipment must be tagged with a p-tag
(decal) and tracked in the Workflow System
to ensure accurate location, identifying
information, transfers and other changes,

and deletions.

» A Request for Off-Campus Use of Equipment
form must be completed for any other
usage or removal from campus, including
release to a faculty's or employee's custody.




Policy Requirements

» An annual inventory confirmation must be
performed by those responsible for Fixed
Assets. (Annual inventory confirmations must
be completed, certified by the Equipment
Representative and the Financial Manager, and

returned to the Accounting Office by March 30,
2019.)

MEMPHIS.




Policy Requirements

» Whenever University property is lost, stolen, or
missing, the responsible organization must file
the Report of Lost or Stolen Property with
Police Services. This must be done whether or
hot the item is in the Workflow System.

» Lost or stolen equipment storing restricted
University data must be reported as a Security
Incident. (IT6005 Data Security Policy -
Equipment Disposal Section)




Possible Security Incident

IT6005 Data Security Policy contains a link to the
Classification of University Data document. Data
classified as restricted is defined as data
protected by federal or state law or regulations, or
by contract.

Restricted University data includes, but is not limited to, data
that is protected by the Family Educational Rights and
Privacy Act (FERPA), the Health Insurance Portability and
Accountability Act (HIPAA), or the Gramm-Leach Bliley Act
(GLBA).




Possible Security Incident

What if equipment such as a laptop or other
mobile device cannot be located and is
misplaced, lost, or stolen?

» Review IT6005 Data Security Policy and the
Classification of University Data document.

» Contact ITS for guidance.




Auditing Fixed Assets

. Select a department or organization for audit.

. Obtain the Fixed Asset list for the department
or organization.

. Select a sample of Fixed Assets and
physically verify each selected asset with
assistance from the designated Equipment
Representative.

. Verify the accuracy of the asset record
(description, make, model, SN, and location).




Auditing Fixed Assets

5. Review supply transactions for the last few
years to identify Capital Equipment or
Sensitive Minor Equipment that was not
recorded in the Workflow System and tagged.

6. Review the last annual inventory confirmation
submitted to Accounting and note the date
completed, authorized sighatures, and
accuracy of the asset records.

7. Ensure that Reports of Lost or Stolen Property
are completed and filed as necessary.




Audit Issues Identified

While auditing Fixed Assets In various
organizations the last few fiscal years, we found:

1. Some Fixed Assets could not be located.

2. Some Reports of Lost or Stolen Property were
not completed and filed.

3. Some Security Incident Reports were not
completed and filed.

4. Many Fixed Assets were not in the location
noted in the Workflow System asset record.




Audit Issues ldentified

. Many Fixed Asset records were not accurate
in the Workflow System (description, make,
model, SN).

. Some Fixed Assets were off campus, but no
Request for Off-Campus Use of Equipment
form was completed.

. Some Fixed Assets were coded as supplies
and did not get capitalized promptly.

. Some annual inventory confirmations were
not completed accurately or in a timely
mannetr.




Audit Action Plans Developed

Departmental management agreed to complete the
following steps to address these audit issues:

v All Capital Equipment and Sensitive Minor
Equipment will be entered in the Workflow
System and tagged.

v Fixed Asset records will be updated in the
Workflow System.

v' Request for Off-Campus Use of Equipment forms
will be completed as needed.




Audit Action Plans Developed

v" The annual inventory confirmation will be
completed accurately and timely.

v' The Equipment Representative will physically
verify all Fixed Assets.

v Reports of Lost or Stolen Property will be
completed for all Fixed Assets that cannot be
located.

v Security Incident Reports will be completed for
all lost or stolen equipment storing restricted
University data.




Questions

MEMPHIS.




Who Knew? / What’s New? / What’s Due?
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Who Knew?

Workshops

Date

Budget Basics

Admin Bldg. - Room 178

Thursday, May 30, 2019
9:30 - 11:00 AM
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What’s New?

= Q Home n Ms Terrice Elaine Watson a Sign Out
!

BANNER >

MY BANNER >

BANNER SELF-SERVICE %

EMPLOYEE PROFILE
(BANNER 9)

Keyboard Shortcuts
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What’s Due?

Activity Deadline
Revenue FYBROO1 Pages and Budget Revisions Friday, March 15, 2019
Inventory Confirmation Friday, March 29, 2019
Capital/R&R/Facility Projects Monday, April 1, 2019
Expenditure & Position Paper Budget Revisions Monday, April 1, 2019
BD4 Online Budget Revisions Friday, April 5, 2019

MEMPHIS.




Next Focus on Finance

April 18, 2019
1:30-3:00 PM
UC Memphis Room 340

e Comments or suggestions?
Email: bffin@memphis.edu

* Focus on Finance website:
http://memphis.edu/focusonfinance

MEMPHIS.
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