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From The Desk Of The Comptroller....

We hope that you find this edition of Comptrollers’ Corner useful and informative. I'd
like to say kudos to everyone for helping make VMI’s Small Purchase Charge Card
(SPCC) program such a success. As you can see in the story on page 2 VMI far ex-
ceeds the state in utilization, saving the Institute money and maximizing our rebates.
These seemingly small steps are extremely important in helping VMI manage the budg-
et with reduced state funding. Keep up the good work!

Inside you will also find helpful tips for planning your upcoming travel or disposing of
unneeded furniture and equipment. We welcome suggestions for anything you would
like to see covered in future issues. And as always, feel free to reach out with any ques-
tions or concerns.

LTC Irma Bailey

Non-Compliance Reporting

In January and May of each year the Deputy Superintendent for Finance, Ad-
ministration and Support reports to the AFP committee of the Board of Visitors
regarding VMI’s non-compliance with purchasing and fiscal policies. In Janu-
ary, VMI reported seventy-four (74) instances of non-compliance. The follow-
ing is a summary of those violations:

¢ Improper procurement (25)

¢ Late payment (23)

¢ Lack of travel authorization (15)

¢ No lodging/meal exception approved in advance (9)
¢ Lack of proper approval for international travel (2)

We appreciate your assistance in ensuring that VMI’s purchasing and fiscal poli-
cies are followed. These policies can be found on our website in the Colleague
Department Manual. For questions concerning purchasing please contact
Kathy Tomlin (Ext 7166). Questions concerning travel can be addressed to
Anita Davis (Ext 7150).

Inside this issue:

Why Use SPCC

Spring Cleaning

5 Simple Steps for
Easier Travel
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http://www.vmi.edu/Administration/Finance_Administration_Support/Comptrollers_Office/Colleague_Finance_Departmental_Manual/
http://www.vmi.edu/Administration/Finance_Administration_Support/Comptrollers_Office/Colleague_Finance_Departmental_Manual/
mailto:tomlinkh@vmi.edu
mailto:davisak@vmi.edu
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Why Use the Small Purchase Credit Card?

Small Purchase Charge Card (SPCC) Utilization

VMI is required by the Department of Accounts to, whenever possible,
utilize the Small Purchase Charge Card (SPCC) to make payments to
vendors of $5,000 or less.

Doing so realizes a cost savings by eliminating invoice processing and cutting checks. In addition the
Institute receives a rebate from Bank of America based on our annual purchases. Our rebate earned in
FY 2012 was $58,244.

The Commonwealth’s threshold of 80% for FY 13 recognizes that there will be circumstances when a
vendor accepts the VISA Card for one good or service but not for others. The lower threshold prevents
state agencies from being penalized in these instances. VMI’s utilization was 96% for the first quarter of
FY13, far exceeding the mandated threshold and the current statewide average utilization of 79%. Keep
up the good work!

If you encounter a vendor who charges a fee to utilize the VISA Card, please provide the following infor-
mation to your representative in the Purchasing Department:

Vendor Name;

Tax ID;

Address;

Phone;

Contact Name (if you have one)

DOA'’s Charge Card Administration Team and Bank of America will research and contact the vendor.
You will be informed of the end results as soon as they are available.

If you have any questions regarding the small purchase charge card program please
contact Charlene Wilson, Ext 7323.

1235 46789 8900
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%%“ IT’S ALMOST TIME FOR SPRING CLEANING!

VMTI’s annual Spring clean-up is only a short time away. Here are a few things
to keep in when cleaning up unwanted and extra supplies.

1) Do not throw any equipment or furniture away. -

2) Check with other departments to find out if items are needed elsewhere.

If so, complete an Equipment Transfer-Replacement Form.
3) If items are unwanted by another department, complete a Disposition of

Equipment Form. ‘
4)

Submit the Disposition of Equipment Form to Surplus Property. The
department will then receive a Surplus Tag that will be affixed to the
piece of equipment. Physical Plant will remove the item from the de-
partment.

If you have any questions or need help locating the proper form contact, Karen

Staton Ext 7223 (Surplus Property) or Jonathan Duff, Ext 7162 (Fixed Assets).

Also, if items are not picked up within a week’s time of receiving surplus tags,

contact Karen.

Please support VMI’s effort to keep our environment
‘ Q clean and safe—Reuse or recycle unwanted items when-

5@ Q ever possible.

To view VMI’s complete fixed asset policies and procedures vis-
it the Comptroller’s website-Colleague Finance Departmental
Manual-Section 80000



http://www.vmi.edu/WorkArea/DownloadAsset.aspx?id=1030
http://www.vmi.edu/WorkArea/DownloadAsset.aspx?id=1028
http://www.vmi.edu/WorkArea/DownloadAsset.aspx?id=1028
http://www.vmi.edu/WorkArea/DownloadAsset.aspx?id=1028
mailto:statonkj10@vmi.edu
mailto:statonkj10@vmi.edu
mailto:duffwj@vmi.edu
mailto:statonkj10@vmi.edu
http://www.vmi.edu/content.aspx?tid=21259&id=21403
http://www.vmi.edu/content.aspx?tid=21259&id=21403
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Five Simple Steps to Make Q‘Oc@
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Your Travel Easier .
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I Once you have secured funding

| for travel what next?

|
| Here are five simple steps to get

: you started on the right foot.

Phone: 540-464-7270
Fax: 540-464-7794

E
E-mail: comptroller@vmi.edu E
ESE

1. Fill out a travel authorization form

Identify the eligible rates for your destination
by reviewing the lodging guidelines found on
the Comptroller’s website under the Col-
league Department Manual-Section 40000.

We’re on the web!
www.vmi.edu/Comptroller

2. Lodging Rate Exception — If your lodg-
ing rate is over the approved limit you must
prepare a lodging exception form BEFORE
the trip.

3. Keep Receipts — While traveling keep all
receipts relevant to your travel. This includes
lodging, tolls and public transportation. Meal
receipts are not necessary, you will be paid a
per diem.

on return you will fill out a travel reimburse-
ment form attaching all of the required re-
ceipts.

¢ Travel Authorization Form

5. ASK QUESTIONS — This is the most

important step! Ask questions BEFORE
you leave. Forward all
travel questions to
Anita Davis, Ext 7270
or Kathy Tomlin, Ext
7166.

** Lodging-Meal-Incidentals Expense Guide PAg

ﬁ Lodging Exception Form o

ﬁ Travel Expense Reimbursement Voucher

All of the forms discussed
above can be located on
the Comptroller’s website-Forms Directory.
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