
PRINCIPIA PURCHASING AND PAYMENT GUIDELINES


	TYPE OF TRANSACTION
	CREDIT CARD
	AP DIRECT
	CHECK REQUEST
	PO REQUISITION
	IDT

	Advances and faculty/staff study grants
	 
	 
	1
	 
	 

	Awards
	 
	 
	1
	 
	 

	Capital purchases
	 
	 
	 
	1
	 

	Christian Science Publishing Society
	1
	2
	 
	 
	 

	Conference/Seminar fees
	1
	2
	3
	 
	 

	Goods
	1
	2
	 
	 
	 

	Honorariums
	 
	 
	1
	 
	 

	IDT- Interdepartmental charges
	 
	 
	 
	 
	1

	Off-campus services < $10,000
	1
	2
	 
	3
	 

	Off-campus services > $10,000
	 
	 
	 
	1
	 

	On-campus services 
	 
	 
	 
	1
	 

	Payroll
	 
	 
	1
	 
	 

	Practitioner bills
	 
	1
	 
	 
	 

	Reimbursements
	 
	 
	1
	 
	 

	Speaker fees on campus
	 
	 
	 
	1
	 

	Sports officials
	 
	1
	
	 
	 

	Subscriptions, dues & registration fees 
	1
	2
	3
	 
	 


The numbering sequences are in order of preferred use, but any method with a number may be used. 

An explanation of each type of transaction is available on the next page.
Questions?  Please call Sara Thorndike, Controller, at ext. 3103

Guidelines for Payment of Expenses Summary
(1) Credit Cards – issued through Purchasing

· Goods, subscriptions, dues, and registration fees
· Off-campus services less than $10,000
· Conference and seminar fees
· Christian Science Publishing Society purchases

· Credit cards may be borrowed from the Purchasing Dept. on either campus as needed

(2) AP Direct – send invoice signed by department Budget Manager or approved Proxy directly to Accounts Payable to pay, indicate fund(s) or organization number(s) and account number(s) on invoice – no other paperwork necessary
· Invoices, unless they are related to services that require a purchase order  
· Practitioner payments
(3) Check Requests – forms available from Accounts Payable, STL Budget Manager, ELS Budget Manager, or STL & ELS Bookstores
· Reimbursements 
· Awards and honorariums
· Faculty Study Grants and advances
· Employees reimbursed via Direct Deposit 
(4) PO Requisition – (send completed Departmental Purchase Requisition to Purchasing before a purchase is made – do not wait until you have an invoice to be paid)

· On-campus services 

· Off-campus services $10,000 or greater

· Speaker fees – on campus
· Capital purchases

(5) IDTs – (Interdepartmental Transfers)

· Charges between departments for goods or services
Business-like financial practices, in addition to being a requirement of Policies 11 and 20 (EAP, pgs 231 & 235), are an expression of Principle.  One example of such practices is the maintenance of proper documentation for all of our transactions.  We are subject to scrutiny by the IRS as a non-profit organization and by our independent auditors who review our internal control practices.  Your adherence to these guidelines will ensure that we meet accepted record keeping requirements and will document the good stewardship of Principia's resources.

For the complete Guidelines for Payment of Expenses, please see the Accounting Website







