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Please...

Turn off cell phones
Avoid side conversations

Feel free to ask questions throughout the
presentation

Sign the attendance roster

Complete the evaluation at the end of the
workshop



Cell Phone, PDA, &
Internet Policy

Objective

To introduce and explain the new cell
phone, PDA, and Internet policy
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Top Four Reasons for New Policy

e To ensure that the University Is in compliance
with IRS substantiation requirements

* To be proactive in event of an IRS audit
« To improve efficiencies
« To alleviate significant administrative burden
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IRS Substantiation Requirements

The following information must be maintained for
each and every call reimbursed to employees or
provided through campus telecommunication

services:
* Time and date,
e Business purpose, and

« Explanation of business relationship with all
participating parties.
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Current Cell Phone/PDA/Internet Service Procedures

Employees requiring the following services for University
business purposes:

 Cell phone / PDA service :

— Receive a University-provided cell phone / PDA,
or

— Use personal cell phone / PDA

= Reimbursements processed through invoice
voucher

o Off-site Internet service:

— Reimbursements processed through invoice
voucher
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New Policy

* Published July 1, 2008; Effective July 1, 2009

« UPAY will contact units/departments throughout
fiscal year 2009 for policy implementation

* Two options under new policy:
— Option 1, Employee Stipend Program
— Option 2, Maintain status quo with substantiation log
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Option 1, Employee Stipend Program

Intended for employees who currently receive regular monthly
reimbursements, or currently have a University phone and
contract

No IRS documentation required

No need to distinguish between personal and business calls
More convenient for employees

— No need to track calls or carry an extra phone

ﬁm%unt of stipend is determined annually by unit/department
eads

Stipends are paid through Payroll

Units/Departments, as a whole, must elect whether or not to
participate

Review of stipend and form updates completed annually
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Option 1, Employee Stipend Program (Cont’d)
Determining a Stipend Amount

« Units/Departments should use the opportunity to
evaluate frequency and level of business need

« Determination of monthly stipend amount Is
dependent upon the employee’s average
monthly University business use
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Option 1, Employee Stipend Program (Cont’d)
Termination of a Stipend

« Stipends should be terminated at the same time
services are terminated

« Stipends are tied to employee’s primary job

— Recertification and unit/department
authorization Is required if employee
changes primary job
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Option 1, Employee Stipend Program (Cont’d)
Exceptions to Stipends

 |f a unit/department participates in the Stipend Program, but
employee does not qualify for a stipend:

— QOccasional reimbursement for University business calls on
personal phones may be approved by the unit/department

— The unit/department needs to complete the Communications
Reimbursement Form, and attach required IRS substantiation

« “Shared” phones within a unit/department must be used for
University business purposes only

— All employees using a shared phone must sign a certification
that the phone will be used for University business purposes 1
only
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Option 1, Employee Stipend Program (Cont’d)

Equipment

* In general, employees of those units/departments
participating in the Stipend Program need to
acquire and maintain their own equipment

 |If employee elects to continue to use the
University-owned equipment, units/departments
must complete “Equipment Loan Form” and keep
on file within their unit/department
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Option 2, Maintain Status Quo with Required
Substantiation Log

« Units/Departments not participating in the Stipend
Program must maintain the documentation required by
the IRS to meet substantiation rules on all University
provided phones

— Collect employee payment for all personal calls

* Reimbursement requests for employees using personal
cell phones / PDAs for business purposes must include
all substantiation required by the IRS when submitting

reimbursement vouchers to UPAY >
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Points of Contact

OBFS needs your unit’'s/department’s contact person’s information (name,
phone, email). Please provide this information to Sarah Crane at the email
address listed below:

« OBFS — University Payables « OBFES — University Payroll

Sandy Ehler, Exec. Director Laurie Pitner, Exec. Director

;if;lezrfs@u;liiggis-edu pitner@uillinois.edu
-265- 312-996-1922

Jim Martinie, Director

martinil @uillinois.edu - G — Ulivesi T
217-333-0780 .

Terry Thompson, Director
Sarah Crane, Project Mgr. terryt@uillinois.edu
smcrane@uillinois.edu 217-244-8359
217-333-0783

Carl Patterson, Asst. Director
crpatt@uillnois.edu

217-244-8359 15
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Telecommunications Services

Urbana Campus

Perry Morris, Specialist Comm. Services
pcmorris@uiuc.edu

217-244-6083

Chicago Campus

Pat Jacobs, ACCC TeleCom. Operations Mgr.
pjacobs@uic.edu

312-996-1016

Springfield Campus
Jamie Voyles, ITS Telecommunication Coordinator
[voyll@uis.edu
217-206-7840
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Questions / Concerns?
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P-Card Topics

Audit Results

Compliance Issues

Training Initiative

OBFS Business Policies & Procedures
Fraud
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FYO6 Audit Results

Sample size: 60 transactions

1 transaction was split into two smaller amounts in
order to circumvent assigned single transaction limit

« 7/ transactions included sales tax paid by the
University

« 7 transactions did not have sufficient supporting
documentation

« 3 transactions were for purchases made by
someone other than the cardholder

5 transactions had the cardholder established as the
reconciler and the approver of their own transactions
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FYO06 (cont.)

« 8 transactions were shown as automatically
reconciled by the system, rather than by an
employee

« 1 transaction was for an unallowable expense

« 1 transaction for airfare was coded to a supplies

expense account code

Total: 33
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FYO7 Audit Results

Sample size: 80 transactions

* 3 transactions included sales tax paid by the
University

* 2 transactions were for the payment of continuous
services with the P-Card set up as the default
method of payment

* [/ transactions had the cardholder as their own
reconciler

e 1 transaction had the cardholder as reconciler and
approver

« 3 transactions were for purchases made by
someone other than the cardholder
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FYO7 (Cont.)

« 4 transactions were shown as automatically

reconciled by the system, rather than by an
employee

« 1 transaction for airfare was coded to a supplies
expense account code

Total: 21
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FYO7 vs. FYOG6

* 60% improvement in audit findings

 Factors contributing to improved compliance:
— Policy clarification
— Increased activity monitoring and reporting
— Cardholder and Department training and retraining

 Actions taken for further improvement
— Mandated training implemented December 14, 2007

— Web delivered training implemented December 14,
2007

— Conseqguences published December 14, 2007
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Compliance Issues

Use of the card for unallowable purchases

_ack of, unacceptable, or late documentation of
purchases

~allure to reconcile charges

Sharing of P-Card

Splitting or stringing transactions

Segregation of Duties
Posting to wrong GL account
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Compliance Issues

Business Meals

Personal reimbursements

— Cell phone
— ISP

Contracts/Quotes requiring a signature
Professional & Artistic Services

Insurance and Liabllity Issues
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Training Initiative

 Announced: December 14, 2007

« Deadline to complete training: January 31, 2008
e Active accounts: 5,848

« Total trained by deadline: 5,454 (93% response)
« Cards suspended February 1, 2008: 394

* February 1, 2008 to date activity:
— Accounts canceled by request: 34
— Cardholders that have completed training: 119
— Accounts in suspense: 241

Note: Training must be completed by February 29 or accounts will be terminated
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Policy Modifications

OBFS BFPP, Section 7.6

* Mandated training
— Existing cardholders
— New card applicants
 Consequences

— Cardholder
— Department
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Doc No

PCxxxxx4

PCxxxxx5

PCxxxxx6

Fraud

Trans Date

Vendor

5/29/2007

5/29/2007

5/29/2007

OFFICE DEPOT

OFFICE DEPOT

OFFICE DEPOT

Trans $

Cardholder Description

$595.33

$401.46

$456.89

Cardholder XXX  Summer Supplies

Cardholder XXX  Summer Supplies

Cardholder XXX Course material
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University of Illinois
Transaction Detail

Cardholder

OFFICE DEPOT

d: Jun 15
d:Jun 112
ed: Jun 112

ItemDescripton  Ttemn Anwoumt

3
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Froduct
cd

019
0199428
0199428
0199425

0109423

Level |ll PCxxxxx4

Vendor Description - P-Card Addendum

Het Tax Tax Tax
E Rate Tvpe Axn cumd

Hem Dest iy UTOM Anmemit DE/CR
WAMILLA WISH F100 ooool WME  El05.9500 D M 1]
WAMILLA WISH 100 ooool - HME ! ) 1]
WAMILLA WISH 100 ooool WME  Fl05.9500 D M
WAMILLA WISH 100 ooool WME  fl059500 D )
WAMILLA WISH F100 ooool - HME ! M
COVER FEPORETSPEFEQSTED ELTT 00001 HMBE CFG 5900 ! i)

A7 COMEO BLACK/MQOL 00001 HBME  $589900 D M
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University of Illinois

Transaction Detail

Cardholder

Total Ar

Itern Oty Unit Price ip Itemn Avootmit

1 1 4401 4600 Summe 401 .46
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Level [ll PCxxxxx5

Vendor Description - P-Card Addendum

Het Tax
GToss Rate

Bem Desc hy UOM Anvwand DE/CR
WAMILLL WISL 100 1 1 HME % L
WAMILLA WISH F100 ooool HRIE  F10
WAMILLL WISL 100 ooagl HMRIE  F10
PROTECTOR,SHEET SIDE OFPEH 25 HME §
EBATTERY EMNERGIZEER. &8 2TE ooool HME
SHARPEHEERE FENCIL CORD LES 1 HME

DPAPER FHOTOKOD g HME

Tax

Tyvpe
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University of Illinois
Transaction Detail

Statas:

FFICE DEPCT
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Level Il PCxxXxxxx6

Vendor Description - P-Card Addendum

Produd Het
cd Bean Desc Oy UTOM Amvmmd DE/CR Cross Rate

0la942a WAHILLA WISA 100 ooool HRE  F1059500 D H 1]
0109423 WAMILLA WISH 100 ooool WME  Fl05.9500 D ) 1]
0109423 WAMILLA WISH F100 ooool WME  Fl05.9500 D M

PAPEE PHOTOKODARK SS530150C 00001 HME §349%00 D H

PAPER PHOTOEODAKE 252301 500 00001 HME F260000 D M

0952072

o000l HLME  Fa65900 I H

COVEE EEPORETFES
FEOHTAPE

0Ra1679 INEHP 2687 COMEO BLACKES/COL 00001 HME E520000 D M




Developing Professional Excellence

Ry

BRINGING ADMINISTRATORS TOGETHER CONFERENCE

Questions?
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