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| ntroduction

Disbursement training is required of dl A&M System personnd who are involved with
Departmental Requisition preparation or gpproval. Our Fiscal Office has established a
procedure by which al Departmenta Requisitions are processed/paid only if certification
ison file that signer(s) have received disbursement training and that such signer(s)
understand the responghility that accompanies the signature authority. We have dso
established procedures to verify that vendor payments are initiated/approved in the
Purchasng Module of FAMIS by individuas who have received disbursement training.
A training certificate is provided to each employee upon completion of training. A copy
of the certification will be retained in each employee's personnd file.

The System Office of Budget and Accounting is responsble for the maintenance of the
enclosed Guiddines for Disbursement of Funds. These Guidelines are to be used asthe
basis for System-wide training. The Guiddines will be reviewed annudly and updated as
necessary. http://sago.tamu.edu/sobalverl 96.htm# abor.

Definitions of terms used to describe the various sources of funds available for
disbursement are included in the Glossary found in Appendix 1. The discusson that
follows applies to both state and indtitutiona funds. Those specific ingancesin which
expenditures can be made only from specific funding sources have been identified. In
generd, inditutiona funds are less redtrictive than gate funds.

Quedtions or comments relating to the Guiddines for Disbursement of Funds should be
directed to the Fiscal Office/Accounts Payable at (903) 886-5213.
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Purchase Vouchers

Minimum Requirements

State agency personne are responsible for reviewing each Departmental Requisition/
payment request for accuracy and completeness. The following guideines must be
followed to ensure the prompt and accurate processing of Departmental
Requisition/payment requests.

R/
A X4

*0

K/

A purchase must be made in accordance with the Texas and United States
Condtitutions, applicable statutes and regulations, and the State Comptroller's
rules, where applicable.

Proper supporting documentation must be maintained to support the legdity of a
payment or to accurately describe the goods or services being purchased. Vendor
certification is sometimes acceptable in lieu of supporting documentation. Contact
your Fisca Office for specific requirements regarding contracts.

The sgnatures on a Departmenta Requisition must be origind. The account
manager/dternate Sgnature(s) must be identical to the sgnature(s) on the
sggnature card. With the implementation of the Purchasing Module within
FAMIS, Vendor payments are initiated/approved only by individuals who are
properly authorized and have completed disbursement training.

When the authority for a purchase is not obvious or sdf-evident, a citation of the
relevant Satutory authority must be included on the purchase voucher. Whenever
agatement is required, the agency must ensure that the statement is true and
complete. Such statements are vita to supporting the legdity of payments.

A purchase voucher mugt include the following information:

X/ K/
L X X R

X3

*

K/
L X4

>

R/
A

X3

S

X3

*

R/
°e

Agency approva;

Agency name;

Agency number;

Agency object code;

Agency voucher/reference number;

Comptroller payee identification number (optiona on indtitutiond vouchers);
Ddivery date;

Description of goods or services,

Generd Services Commisson number (when GSC is used in the requisition);
Invoice date;

Invoice received date;

Name and address of the vendor or payee;

Order date (optional);

Payee reference number (i.e., invoice number, etc.);

Guidelines for Disbursement of Funds Page2|




Texas A & M University-Commerce |

++ Requistion or purchase order number (where gpplicable); and
¢ Payment amount.

Except for those instances where advance payment is specificaly authorized by Statute,
payment must be made only after authorized personnd have certified that the goods or
services for which payment is being made have been received. Origind invoices'receipts
are required to process Departmental Requisition/payment request. Carbonless copies of
origind invoices retained by the vendor are dso acceptable. If the origind invoice/rece pt
isnot avallable, a satement must be typed on the invoice stating thet the origind invoice
isnot available. When the clam of avendor is not supported by an adequate invoice, the
vendor will be required to complete a vendor certification.
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Prompt Payment

For any contract executed after August 31, 1987, a state agency's payment is due by the
30" caendar day after the latest of the following;

+«+ Theday the agency received the goods;
 The day the vendor completed performing its services for the agency; or
¢ The day the agency recelved the invoice for the goods and services.

If a state agency does not mail or eectronically transmit a payment to a vendor or the
vendor's financia ingtitution by the gpplicable due date, the agency is liable to the vendor
for interest, in compliance with the following provisons:

+ Beginning on the day after the payment is due, interest accrues on the unpaid
balance at the rate of 1.0% per month. The interest ceases to accrue on the date
the state agency mails or eectronicdly tranamits the payment to the vendor or the
vendor's financid inditution.

Beginning September 1, 1999, the Compitroller’ s Office will automatically compute and
pay interest owed to vendors for late payments processed through USAS.
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Scheduling of Payments

Beginning September 1, 1999, the Comptroller’s office will require certain payments
processed through USAS to be scheduled for timely payment. Texas Government Code
Annual section 2155.382(d) (Vernon 1999) authorizes the Comptroller to alow or require
dtate agencies to schedule payments that the Comptroller will make to avendor. The
Compitroller must prescribe the circumstances under which advance scheduling of
paymentsis allowed or required; however, the comptroller must require advance
scheduling of payments when it is advantageous to the Sate.
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Advance Payments

A state agency may not pay for goods or services before their ddlivery to the agency,

except:

R/
°

e

A dtate agency may pay for goods or services before thar delivery to the agency
if thereislegitimate public purpose for making the payment in advance.

A state agency may pay rent up to 14 days before the due date. A copy of the
lease or renta agreement should be attached to the Departmental
Requigition/payment request.

A dtate agency may pay for a newspaper or magazine subscription up to Sx weeks
in advance of the renewal date.

A date agency may pay arenta fee for ameeting room or exhibit booth or a
regidration fee in advance if thereis alegitimate public purpose for making the
advance payment. Examples of |legitimate reasons include significant cost-savings
or reserving a gpace when enrollment is limited.

A date agency may process a purchase Departmental Requisition/payment
request for the purchase of red property anytime during the seven days before the
closing date if the check/state warrant will be ddlivered to the sdler no earlier

than the closing date.

A date agency may pay an annua maintenance agreement in advance, provided
the contract does not extend beyond the current fiscal year.

A state agency may make an advance payment to afederd agency or another Sate
agency for merchandise purchased from the agency if the advance payment will
expedite the delivery of the merchandise.

A date agency may pay tuition to an inditution of higher education no earlier than
X weeks before the class begins. However, a state agency may not reimburse a
gtate employee for tuition before the class begins.

An inditution of higher education may pay for books and other published library
materias before receiving them if reasonably necessary for the efficient operation
of the indtitution's libraries.

If your department must make an advance payment for a reason not listed above, contact
the Fiscd Office for additiond guidance on thisissue.

The Education Code specifically prohibits Higher Education Assistance Funds
(HEAF) to pay for goods or services beforetheir delivery. None of the preceding
exceptions apply to HEAF.
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Advertising

All vouchers must have a copy of the advertisement attached.
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Aircraft Rental

When a state agency submits a Departmental Requisition for the lease or rental of anon
System or non-Aircraft Pooling Board aircraft, the agency must attach to the
Departmenta Requisition acopy of the Aircraft Pooling Board's pprovd. All vouchers
payment requests for aircraft rental must sate the trip's purpose and the agency's
compliance with permissible uses of arcreft.

An authorized state agency may spend state funds to lease or operate an aircraft only if:

The purpose of each flight of the aircraft is officia state business;

Each passenger on each flight of the aircraft is a sate officer or employee, a
person in the care or custody of a state officer or employee, or a person whose
transportation furthers the officia state business purpose of the flight;

The dedtination of each flight of the aircraft is not served by acommercid arline,
the time required to use acommercid arline interferes with other obligations, or
the number of gate officers and employees on each flight of the aircraft makes
using the aircraft more cost effective than usng a commercid arline;

The events attended by each passenger on each flight of the aircraft are not
sponsored by a palitica party and are not for the promotion of a politica party;

No passenger on any flight of the aircraft receives afee or honorarium unless each
passenger receiving afee or honorarium reimburses the state for the passenger's
travel cogt;

The business of each passenger on each flight of the aircraft does not involve
raising money for private or politica purposes, and

The business of each passenger on each flight of the aircraft does not involve the
charging of afee or an admisson charge to see or hear a passenger.
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Alcoholic Beverages

State funds may not be used to purchase acohol or acoholic beverages for persona
consumption or entertainment. The funds appropriated by the Generd Appropriations Act
may not be used to pay the sdary of an employee who uses dcohoalic beverages while on
active duty. Active duty is considered to encompass the regular 40-hour workweek.

Alcohoalic beverages may be purchased using only:

+« Gift funds or other indtitutiond funds as permitted by sate law. (State laws
prohibit the use of any funds under the control of an intercollegiate athletic
department for purchase of acoholic beverages.)

++ Contract and grant funds for legitimate scholarly research and/or testing that
requires the use of acoholic beverages.

¢ Participant regigtration fees for a conference or smilar event if the alcohol isto be
served as part of the event.

All adcohal purchases must bein support of events and activities that further the mission

of the indtitution or agency, as determined by the Chief Executive Officer, gpproved by

the Chancellor, and reported to the Board of Regents. Such events and activities, as well

as locations, were confirmed by the Board on September 23, 1994, Minute Order 294-94.

Vouchers/payment requests for purchase of acoholic beverages must clearly show that
acohol was purchased.
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Awards

In an effort to promote System-wide consstency and compliance with gpplicable tax
regulations, the following guiddines should be used in determining the taxability of gifts,
awards, and other presentations to employees:

K/
L4

K/

Cash, fringe benefits provided through the use of a charge or credit card, and cash
equivaents (e.g., gift certificates) are consdered taxable income to the employee
regardless of the value.

Gifts, awards, and other non-cash presentations are generally considered taxable
income to the employee unless consdered de minimis or an employee
achievement award.

De minimis fringe benefits are those that are both low in cost and given on an
infrequent basis. For the A& M System's purposes, gifts, awards, and
presentations costing $50 or less will generally be consdered de minimis. In
addition, the frequency of presentations should be determined on an individud
employee basis (no more than two times per year). Flowers, books, fruit baskets,
plagues, certificates (not gift certificates), or amilar items given for a specid
purpose such as family deeth or illness, recognition of specid effort, or
outstanding performance may be excepted from the $50 celling, with adequate
documentation supporting excluson from income. Cost and frequency must il
be considered and explained in documentation concerning these types of items.
Departments should refer specid circumstances or questions to the Fisca Office
for further determination, if necessary.

Employee achievement awards of tangible persona property costing up to $400
per employee during a caendar year are generadly not taxable to the employee.
The Internal Revenue Service definition of "employee achievement awards’
includes only length of service or safety awards. Each must be awarded as part of
ameaningful presentation and length of service awards given to an employee
must be at least five years apart. Safety awards to managers, administrators, other
professond employees, or clerica employees (essentidly "white-collar” &ff) are
generdly taxable, including those under a"qudified plan’. Length of service and
safety awards should not be disguised compensation.

Retirement gifts may be excluded from income as length of service avards or as
de minimis fringe benefits. To qudify asalength of service award, the retiree may
not have received alength of service award during the previous five years.
Retirement gifts proportionate to the retiree's length of service may be excepted
from income as de minimis, without regard to the $50 celling. Documentation of
the relationship between the retiree's length of service and the vaue of the gift is
essentid.
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+ "Qudified plan" employee achievement awards are not taxable up to $1,600 per
employee during a calendar year. The plan should be submitted to the System
Budget and Accounting Office for review. Quaified plans must ill be nontcash
in order to be excluded from income.

Expenditures for gifts and awards described above apply to ingtitutional fund sources
only. State funds may be used for employee awards under the following, more specific
and dricter, regtrictions:

« Service awards, safety awards and other smilar awards for professiona
achievement or other outstanding service may be presented to employees or
officers a periodic intervals under rules and regulations adopted by the agency.
However, the award must not exceed $50 per employee.

¢ For awardsto volunteers, a state agency may expend funds to purchase engraved
certificates, plaques, pins, and other awards of asmilar nature that do not exceed
$50 in vaue per volunteer. The awards may be purchased only to recognize
volunteers specid achievement and outstanding service and only if the agency
has established a volunteer program that complies with Chapter 2109, Texas
Government Code, or with other gpplicable generd law.

In elther circumstance, awards paid from state funds should be considered de minimus
fringe benefits for tax purposes.

Aswith al tax issues, documentation is required to support the decison regarding the
taxability/non-taxability of the gift or presentation. Contact the Fisca Office for
additiona guidance on thisissue and related tax implications.
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Conference Registration Fees

Advance payment of conference regisiration fees are made by issuing a purchase
voucher/ payment request directly to the organization sponsoring the conference.
Payment for registration fees cannot be made more than six weeksin advance, except
when regidration is required further in advance to reserve space or to obtain a
ubstantialy reduced rate.

Conference regigtration fees may aso be paid directly by the employee and then
reimbursed by the state agency. However, the employee will not be reimbursed prior to
attending the conference.
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Employee Certifications/Licensure

Employees may be reimbursed for fees required to maintain professond certification or
licensure. The authority for such payment is contained in Attorney General Opinion No.
JM-1063 (1989), which dtates that a state agency may congtitutiondly pay professiona
fees or occupation taxes on behdf of its employees"if the responsible agency authority
determines that the agency will recelve adequate return on such expenditures, thet is, that
such expenditures would be directly and substantialy related to the agency's
governmenta function." Reimbursements will be made only for fees needed to maintain
acertificate or license; incidental or non-job related certifications do not quaify. Costs
such as examination or course feesto initidly obtain alicense or certificate, late payment
pendties, discretionary membership fees, or other related professiona costs will not be
subject to reimbursement as professona membership fees.
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Flowers, Floral Arrangements, and Plants

A dae agency may not use state funds to purchase flowers, flord arrangements, or
decorative plants for a state officer or employee or for the friends or family of agtate
officer or employee. Contact the Fisca Office for guidance on the use of indtitutiona
funds for these purchases.

Purchases from date funds are limited to vegetation dirt, potting soil, fertilizer, and seeds
needed for erosion prevention, research, or agriculture.
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Food Purchases

Expenditures for food and/or refreshments must comply with one or more of the
following direct purposes.

++ The recognition or promotion of academic achievement, athletic achievemernt,
scholarship and/or service to aMember of the A&M System or the State;

%

% The promotion of the communication of intellectua ideas anong students,
faculty, staff, adminigtrators and/or representtives of the public;

%+ The support of student events and activities that are sponsored by A& M-
Commerce;

¢ Therecruitment of students, faculty, and staff;

+»+ The promoation of the exchange of ideas with community leaders regarding the
role of A&M-Commerce in the community;

+ Theassgance of the Regents, accrediting agencies, officias from other
universties and/or public offidas in ingpecting and reviewing the facilities and
programs of A&M-Commerce; or the support of a program of continuing
education sponsored by A& M-Commerce.

The following categories of funds may be used to purchase food and/or refreshments for
the purposes listed above:

¢ Badances in accounts funded from student service fees, bookstore alocations, and
concessions may be used to purchase food and/or refreshments to the extent to
which such funds have been budgeted.

+ Donated unrediricted funds and funds received as registration fees for continuing
education conferences and short courses may be used to purchase food and/or
refreshments where provisions have been included in the regigration fee.

%+ Fundsraised and/or earned by student organizations may be used to purchase food
and/or refreshments.

¢ Other localy generated income not restricted to adminisirative, education and
generd, research, plant expansion, loan, endowment, and/or scholarship programs
may be used to purchase food and/or refreshments.

Expenditures for food and/or refreshments from ingtitutional funds are authorized to the
extent such expenditures enable the state agency to carry out an educationa function,
promote education in the State of Texas, or perform public service. Reimbursements to
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employees for business lunches should be coded as Entertainment/Business Medls
(expense object code 6340). Vouchers/payment requests requesting reimbursement for
business lunches or entertainment must contain sufficient documentation to satisfy the
Internal Revenue Service's "five W's': who, what, where, when and why. If the voucher
is paid without sufficient documentation to satisfy the "five W's’, then amounts paid are
taxable and should be included in taxable compensation on the employeg's W-2.

Food purchases directly related to conferences, seminars, research or teaching should be
coded as Food Purchases (expense object code 4050).
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| nteragency Agreements/Contracts

State agencies are authorized by the Texas Interagency Cooperation Act to enter into and
perform written contracts with other agencies of the State for furnishing specid or
technical services. The contract may be for employee services, materids, and/or
equipment. Proposals for interagency contracts will be gpproved by the President, or
authorized designee, prior to expenditure of funds related to the contract. Approval of the
contract by the Generd Services Commission is not required. Written contracts are
required only when the tota amount of the transaction is expected to exceed $50,000. In
Situations where the amount of the transaction is $50,000 or less, the agencies may use an
informal letter of agreement instead of a contract. No contract or informd letter of
agreement will be required for transactions totaling $2,500 or less.
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Member ships - Non-Professional Organizations
A dae agency may pay a membership fee to anon-professond organization if:
%+ The agency has specific or implied statutory authority for the payment;

++ The payment would serve a proper public purpose; and
% The agency would receive adequate cong deration/benefit in exchange for the
payment.

A date agency may pay amembership fee to a private entity so that the agency may
purchase goods or services a a discount. When a state agency submits a Departmental
Requisition/ payment request to pay the fee, that agency must show that the membership
fee, plus the cost of goods or services dready purchased from the private entity, was the
lowest cost available for the goods or services purchased.

The purchase Departmentd Requisition/payment request must state the proper public
purpose that will be served by paying the membership fee and how the payment reates to
the statutory duties of the agency.

Expenditures for certain employee socid club memberships are dlowable when paid
from unrestricted gift funds. The business purpose (or percentage of business use) of the
membership should be documented. Payments are considered taxable income to the
employee for the portion of the membership not used for business purposes.
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Member ships - Professional Organizations

Thefollowing guiddines regarding Professond Organization Memberships relate to the
expenditure of state funds. For more specific requirements for the use of inditutiond
funds, contact the Fiscal Office for additiona guidance on thisissue.

A date agency may pay amembership fee to a professona organization if

o,

%+ The agency has specific or implied satutory authority for the payment;
¢ The payment would serve a proper public purpose; and

++ The agency would receive adequate cong deration/benefit in exchange for the
payment.

A date agency may not spend fundsto pay arecurring membership fee or duesto a
professond organization unless the head of the agency or the designee reviews and

grants prior gpprova for the expenditure. Membershipsin professond organizations
should bein the name of the state agency and not in the name of anindividud. The
Departmenta Requisition/payment request must sate the proper public purpose that will
be served by the expenditure and how the expenditure relates to the specific statutory
duties of the department or agency. If membership in the employee's name best servesthe
purpose of the state agency, the following statement must be included: "This payment
serves a public purpose, and the agency is receiving adequate consideration.”
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Moving Expenses

A state agency may use any source of funds to pay the reasonable, necessary, and
resulting costs of moving the household goods and effects of a sate employee. However,
the costs are payable only if:

+ Theemployeeis being transferred from one designated headquarters to another;

o,

% The agency determines that the transfer isin the best interests of the state; and

¢ The distance between the boundaries of the two designated headquartersis at least
25 miles

State-owned equipment must be used to move the household goods and effects of the
transferring employee. However, if sate-owned equipment is unavailable, a Sate agency
may pay for the services of acommercia trangportation company or for self-service
vehicles to make the move. A sate agency may directly pay acommercid transportetion
company or the owner of a salf-service vehicle, instead of reimbursing a state employee,
aslong as proper purchasing procedures have been followed.

A state employee who transfers from one designated headquarters to another because the
employee is trandferring from one state agency to another qudifies for moving expense
reimbursements from the state agency to which the employeeis trangferring. Thisonly
gpplies if the employee accepts employment at the new state agency before the employee
ceases working for the old sate agency. Only indtitutiona funds may be used in the
gtuation where a new employeg's moving expenses are being paid in fulfillment of the
employment contract.

Amounts received by an employee as payment for, or reimbursement of, moving
expenses which are attributable to employment, must be included in grossincome as
compensation for services, except where deductible as qudified moving expenses.
Qualified moving expenses are:

« travd (incdluding lodging but not medls) to the new residence, and

o,

% trangportation of household goods and persond effects.

Quadlified expenses must be made under an accountable rembursement plan which
requires that origind receipts be obtained. To qualify as amoving expense, the distance
from the old residence to the new principa place of work must be at least 50 miles more
than the distance from the old residence to the old principa place or work. Where an
employee didn't have aformer place of work, the distance from the old residence to the
new principa place of work must be a least 50 miles. In addition, the employee must
generdly be employed full-time by the same employer for at least 39 weeks during the
12-month period immediatdy following arriva & the location.
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Quadified moving expenses should be coded as State Employee Relocation - Qudified
Expenses (expense object code 1925) and non-qudified moving expenses should be
coded as State Employee Relocation - Non-Qualified Expenses (expense object code
1926).
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Printing

State funds can not be used for the purchase of embossed, engraved, or foil stamped
printing and Stationery, or for the reproduction of reports, brochures, pamphlets or
dationery that utilize silk screening or thermography, except for degrees or diplomas
awarded by agencies of higher education.
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Private Consultants

A consulting service is the practice of studying an existing or a proposed operation or
project of an agency and advising the agency with regard to the operation or project. The
term does not include services connected with the routine work necessary to the
functioning of an agency's programs. The key words are "studying” and "advising,” rather
than "performing.”

Private/outside consultants may be used if there is a substantia need and such services
cannot be adequately performed by agency personnd or through contract with another
date agency. Such contracts may be entered into by following norma contracting
procedures. See System Regulation 25.99.03 for exemptions, requirements, and
procedures related to the contracting process.

State agencies are exempt from paying Socid Security, deducting income tax, reporting
earnings to the Texas Workforce Commission, and providing employee benefits to bona
fide independent contractors or outsde consultants. However, if anindividud is
incorrectly classfied as an independent contractor, the state agency may bein violation
of one or more federa and state laws including the Federd Unemployment Tax Act, the
Interna Revenue Code, the Texas Unemployment Compensation Act, and the Texas
Workers Compensation Insurance Law. Pendties for violating these laws can include
payment of back wages plus liquidated damages, payroll taxes, court costs and attorney's
fees, declaratory injunctive relief as defined by a court, and other monetary pendties. To
ensure proper classfication of independent contractor vs. employee status, the Internd
Revenue Service's 20 Factor Test, located in Appendix 2 , should be completed.

Funds may not be used, regardless of source, to enter into a consultant contract with any
individua who has been employed by A& M-Commerce within the past 12 months. The
employment of any individud by A&M-Commerce as a private consultant, in addition to
his’her norma employment, should be processed through the payroll system. Inthe
event payment is requested to an outside attorney, the invoice must be forwarded to the
Office of System Generd Counsdl, accompanied by the current Outside Counsel
Agreement previoudy approved by the Attorney Generd's office. Please contact your
Fiscd Office for additiond information.
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Professional Services

Professiond services are services within the scope of the practice of accounting,
architecture, optometry, medicine, land surveying or professond engineering or those
sarvices performed by any licensed architect, optometrist, physician, surgeon, certified
public accountant, land surveyor or professona engineer in connection with his’her
professona employment or practice.

The sdlection and engagement procedures for professional services are subject to the
Professiona Services Procurement Act (Chapter 2254, Subchapter A, Texas Government
Code). Sdection should be based on demonstrated competence and qudifications for the
type of professona services to be performed and at fair and reasonable prices, aslong as
professond fees are consstent with and not higher than the published recommended
practices and fees of the various applicable professiona associations and do not exceed
the maximum provided by law. Any contract or agreement for professond servicesin
violation of any provisons of the Professona Services Procurement Act isvoid and of

no effect. Professiona services contracts are not subject to the same natification,
publication, and reporting requirements as private consutant contracts.
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Publications

State funds may not be used for the publication, recording, production, or distribution of
any item or matter unless the publication, recording or production is. (1) essentid to
accomplish or achieve a strategy or outcome target established by the Generd
Appropriations Act; or (2) required by law. Thisincludes ligts, notices, pamphlets, video
tapes, audio tapes, microfiche, films, or other eectronicaly produced information or
records.

State funds may not be expended to print a publication of any type that prominently
displays the name or picture of a statewide dected officid. If a Sate agency wantsto
distribute a publication that includes a photograph of a Sate officia or employee or
displaysthe name of a state officid or employeein large type or on arepetitive bas's,

then the agency must provide an advance copy of the publication to the State Comptroller
for review.
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State Employees Training Act

The State Employees Training Act dlows agencies to expend state funds to provide
training and education for its adminigtrators and employees. However, the program must
relate to the current or prospective job duties of each administrator or employee who is
trained under the program.

Each state agency is required to adopt rules concerning the digibility of its administrators
and employees for training and education and the obligations assumed by them upon
receiving the training and education. These rules must be gpproved by the Governor's
Budget and Planning Office before any expenditures can be made under the program.

Allowable expenses include sdary, tuition and other fees, travel and living expenses,
training stipends, training materias cogts, and other necessary expenses of the ingructor,
student, or other participant. A copy of the governor's gpprova must be submitted to the
State Comptroller's office before payments are approved under the program.
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Subscriptions

Subscriptions should be in the name of Texas A&M University-Commerce. In generd,
payment cannot be made more than six weeks before the start of the subscription period.
If payment isrequired earlier than Sx weeks, an explanation must be included on the
Departmenta Requisition/ payment request.
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Taxes- Federal and State

Texas A&M Universty-Commerce is exempt from mogt federd and state taxes. Some of
the exceptions are as follows:

¢ Other states may, at their discretion, assess State taxes.

¢ Rembursement of sdestax can not be made to an individua who has purchased
goods, except for Texas hotel occupancy taxes. (Refer to the Travel Voucher
section of these Guidelines for additiona information on salestax on lodging.)

% State agencies are required to pay the federd tax on telephone bills and fuel
purchases and may be required to pay certain state tax on fuel purchases.
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Tipsand Gratuities

Based on Attorney Genera opinions, reimbursements to employees for tips or gratuities
paid voluntarily in connection with business medls can only be made from gift funds.
Payments of mandatory service charges imposed by a vendor may be paid from any
ingtitutional fund under the same requirements applicable to food purchases. Tips and
gratuities cannot be paid or reimbursed from state funds.

Guidelines for Disbursement of Funds Page 29|




Texas A & M University-Commerce |

Purchase Requisitions

The Generd Services Commission (GSC) has delegated to state agencies the authority to
make purchases for goods and materials up to $25,000 and service-related purchases up
to $100,000 with state gppropriated funds. The GSC must be consulted when an
acquisition of goods and material s exceeds $25,000 or services in excess of $100,000 are
being requested from state funds. The GSC will determine whether it should handle the

bid process or whether the state agency will be dlowed to handle it. The purchase of
professona services is exempt from GSC involvement. The purchase of consultant
services which are reasonably foreseen to exceed $10,000 during the term of the contract
have oversght from the Legidative Budget Board and the Governor's Budget and

Panning Office.

Departmental Requisitions must contain al the necessary information for the Purchaser
to obtain the items requested. The procedures for procurement of non-service-related
itemsfrom al sources are:

+¢ Purchases up to $2,000 — Bidding requirement delegated to the discretion of the
Purchasing Director.

% Purchases of $2,000 and up to $10,000 - These purchases require aminimum of three
bids. They may be written (formd) or ora (informad). State law requires thet at least
two bids be solicited from Higtoricaly Underutilized Businesses (HUBS), including at
least one minority-owned and one womarowned business. All bids must bein the
same form, either ord or written. Informa bids must include company name, phone
number, full name of bidder and HUB designation.

«+ State Purchases of $10,000 and up to $25,000 - These purchases require forma bids,
including a least one from a minority-owned business and one from a woman-owned
business.

+« State Purchases of $25,000 or more - These purchases must be submitted to the GSC
for bidding, except in ingances where the state agency has been delegated the
authority to obtain bids. The GSC will send out formal bid requests, receive the bids,
review the bids and make a recommendation on award.

Purchases should not be split (one large purchase divided into several smaller purchases)
in an atempt to circumvent the purchasing rules. In fact, cumulative departmentd
purchase of $2,000 or more within 30 days with the same Vendor must be competitively
bid. The Generd Services Commission has implemented catal og-purchasing program for
computers, computer peripheras, software and telecommunication equipment. Vendors
are required to meet certain criteriato become a State- Certified Catalog Vendor to the
State. Catdog Vendors must submit catalogs to agencies upon request. Each agency is
responsible for evauating, negotiating and ordering items in the catalog(s) that meet their
needs and are determined to be the "best value' to the agency. For further information
regarding purchasing procedures, please refer to appendix 5.
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Travd Vouchers

Minimum Requirements

The following items need to be provided when preparing the travel voucher:

X3

*

K/
L X4

>

R/
A

X3

S

X3

*

R/
°e

X/ K/ 7
L X X I X4

X3

*

o K/
LXK 4

Agency approva;

Agency object code;

Agency voucher number;

Certification by traveler;

Comptroller payee identification number;

Department to which trip expenses will be charged and departmental voucher
number, where gpplicable;

Departure and arriva times,

Desgnated headquarters of person claming reimbursement;
Dedtination;

Mode of travel;

Name and title of person claming reimbursement; and

Statement asto reason for the trip and how it benefited the agency.

Where gpplicable or required by the Fiscal Office, the following information should dso
be included:

K/
LX)

e

S

R/
A X4

K/
L X4

Receipts for lodging costs(lodging receipt requires a zero balance);

Meal cost breakdown per day;

Receipts to support clams for reimbursement of public transportation, other than
mass trangit, parking, or taxis; public accommodations; receipts for registration
fees, etc,;

Travel advance information; and

Approved travel request.

Receaipts are required for lodging, but not for meals. Employees will be reimbursed only
for actud expenses incurred. Reimbursement will not be made for the purchase of acohol
or acohoalic beverages or for tipsto wait persons.

Additiond trave-rdated information is available in the latest issue of the "State of Texas
Trave Allowance Guide' and System Regulation 25.02.01.
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Foreign Travel

A sate agency may not pay or reimburse a state employee for atravel expense incurred
while traveling to or from or staying a a duty point in aforeign country other than
Canada and Mexico unless the agency’ s chief administrator or an agency employee
designated by the chief administrator provided advance written gpprova of the travel.
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Meals and L odging

Each employee who travels on state business will be rembursed on the basis of actud
expenses for meds and lodging to a maximum amournt; for in-gete trave, the maximum
daily amount allowed is established by the State Legidature. The current rate is $70 for
lodging and $25 for meds. Employees traveling out- of - tate receive up to a maximum
flat rate for medls and lodging based on federd trave regulations.

The State has authorized reimbursement to the Chancellor, Presidents and Agency
Directorsfor actua med and lodging expenses. When traveling on officia business,
members of the Board of Regents are entitled to receive reimbursement for thair med and
lodging expenses up to $80 per day for in-state travel or actud expensesfor out-of-state
travel.

U. S. Treasury Regulation Section 1.132-5(t)(1) dlows resmbursement for travel
expenses of an employee's spouse traveling with the employee by qudifying the expense
as aworking condition fringe benefit if the following conditions are met:

% It can be adequately shown that the spouse's presence on the employee's business
trip has a bona fide business purpose, and

% The employee properly substantiates the travel.

The presence of the spouse must be essentia, not just beneficid. Business functions
performed by the spouse should be documented.
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Mileage

Mileage can be rembursed anytime a personaly owned vehicleis used for officid State
business. Mileage is currently reimbursed at the State-alowed rate of $0.28/mile.
Mileage must be broken down from point to point on the voucher. Gasoline is not
reimbursable if mileageis being daimed.

When two or more employees are traveling with the same itinerary on the same dates,
they are required to coordinate their travel and ride together. Mileage can only be claimed
for one car for every four people.
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Prospective Employees - Travel

http:/Amww.tamu-commerce.edu/admin/trave/empform.html

When a state agency requests a prospective state employee to travel to the agency's
offices for an interview or evauation, the agency may reimburse the prospective
employeefor travel expensesin the same manner as a stae employee other than akey
officia. A prospective employee is not exempt from hotel occupancy taxes. Those taxes

may be reimbursed as an incidental expense.
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Recruitment of Students

State funds may not be expended for travel expenses incurred outside the boundaries of
the State of Texas for the purpose of direct recruitment of students.
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State Travel Management Program

The State of Texas has developed the State Travel Management Program in an effort to
reduce the cost of travel expenditures. All travel expenditures from state funds are
required to adhere to the Program guidelines, unless specific exemptions mentioned
below apply. The Fiscd Office has developed a Travel Exception Form, whichiis
required to be completed for dl travel. Contact your Fisca Office for additiond guidance
onthisissue. A summary of the various aspects of the Program follow.
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Air Travd

Airfare must be charged to either a Centrd Billing Account (CBA) or to an employee's
Bank of Americalndividua Corporate Card. The only exception alowed isin the
instance where an airline ticket charged to a persond card provides the traveler with more
accident insurance coverage than the CBA or the Individua Corporate Card. (However,
state contract airfare can only be charged to a CBA or an Individua Corporate Card; it
cannot be charged to apersond credit card). Bank of America offers up to $500,00in
Automatic Common Carrier Travel, Accidental Deeth, and Dismemberment Insurance.
When the state has a contract airfare between two cities, the contract airline must be
given preference when making reservations to travel between those two cities. Exceptions
to the requirement to use contract airfare are asfollows:

« A contract airline does not serve the traveler's destination.

K/

A contract airline cannot provide services in the time period required to
accomplish the purpose of the travel.

L)

% A contract airline offers apecid lower fare than the contract fare.

¢ A non-contract arline offers alower fare to the generd public that resultsin a
lower trip cog, including travel time. Lower or identical airfares offered to Sate
employees only are not included in this exception.

¢ Travel isundertaken as part of a group program for which reservations must be
made through a specified source to obtain a specified rate.

K/
L X4

Travel is undertaken due to amedica emergency.

+ The contract airline cannot meet the needs of a disabled travder.

In 1984, the State Ethics Advisory Commission issued an opinion about whether a public
servant may use atravel discount or bonus for a private purpose if the discount or bonus
is earned because of travel paid with public funds. The commission said thet the persond
use of atravel discount or bonus under these circumstances would not violate Section
39.01(a), Texas Pend Code, if the discount or bonus cannot be used for a public purpose.
The determination of whether a discount or bonus can be used for a public purpose must
be made by each public entity. Section 39.02, Texas Pend Code, effective September 1,
1994, addresses the issue further. Frequent flier miles and other awards or discounts
given for frequent use of acommercid airline (or motor vehicle rental company) are not
"things of value' belonging to Sate government because of the adminigtrative difficulty

and cogt involved in recapturing the award for State government.
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An employee may occasiondly purchase aticket from a commercia transportation
company (for Sate business) and receive afree second ticket under a promotiona

program sponsored by the company. The employee may not use the free ticket for a
private purpose until it is determined whether the useis prohibited by law.

Guidelines for Disbursement of Funds Page 39|




Texas A & M University-Commerce |

Contracted Hotel/M otel Establishments

The State of Texas has contracted with over 850 lodging establishments to provide Sate
employees with discounted hotd rates. These hotel/motel establishments should be used
whenever possible. The following exceptions to the use of contracted hotel/motel
establishments are dlowed:

s+ A contract hote/motd is not available in alocation that will reesonably dlow the
business requirements of atraveler to be fulfilled.

«» A contract hotel/motd is sold out.
+« Alternative hotel/mote arrangements can be made at alower cost.
A contract hoted/mote cannot meet the needs of adisabled traveler.

+» Useof acontract hotel/motel presents a perceived security or safety risk to the
traveler.

+« Trave isundertaken as part of agroup program for which reservations must be
made through a specified source to obtain a specified rate.
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Contracted Rental Car Companies

State of Texas employees must use Advantage Rent-a-Car, Enterprise, Dollar or Avis,
except as noted:

A contract renta car company does not offer services in the city being visited.
¢ The contract car rental company is sold out.
+« Alternative car rentd arrangements can be made at alower tota cost, including

the base rate, loss/damage waiver protection, mileage charge, applicable taxes,
service charges, and cost for comparable liability insurance protection.
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Texas Hotel Occupancy Tax

Reimbursements for Texas hotel occupancy tax charged on lodging will be made only in
those ingtances where the traveler attempted to claim exemption as an employee of an
educationd organization but was denied by the lodging establishment. All employees of
A& M-Commerce are considered to be employees of an educationa organization. As
such, they are exempt from paying the state portion of the hotel occupancy tax. In those
indances in which the traveler made no attempt to claim exemption, he/she will not be
reimbursed.

Guidelines for Disbursement of Funds Page 42|




Texas A & M University-Commerce |

Washington, D.C. Trave

State agency personnel are required to inform the Office of State- Federa Regulations
(OSFR) of any travel to Washington, D.C. at least 7 daysin advance. This natification
should include the timing of the trip, its purpose, and the name of a contact person for
additiond information. A copy of the notification form, "Report for State Agency Trave
to Washington, D.C.," can be found at:

http:/AMww.tamu- commerce.edu/admin/travel /deform.html.
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Appendix 1. Glossary

State Funds

State funds include Genera Revenue and Higher Education Assstance Funds (HEAF)

appropriated to the inditution or agency by the legidature and on deposit with the State
until disbursement.

Local Fundsheld in State Treasury - These funds represent educationd and generd
funds, such asthe following (per Texas Education Code, Section 51.009): "net

tuition; specid course fees charged under Sections 54.051(e) and (1), Education Code;
lab fees; student teaching fees; hospita and clinic fees; organized activity fees,
proceeds from the sdle of educationa and generd activities or equipment; and

indirect cost recoveries.” These funds do not include generd revenue funds.

Although not consdered "Generd Revenue," expenditures must follow State
expenditure requirements. (In some instances, certain Loca Funds are not required to
be deposited in the State Treasury.)
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| ngtitutional Funds

Ingtitutiona funds are dl funds collected at the indtitution that are not "educationd and
generd funds" There are various types of inditutiona funds:

Concessions - Revenues generated from vending machine and pay station telephone
operations are called concession funds.

Gift Funds- Unrestricted - Unredricted gift funds are digible for expenditure for any
legdly dlowable indtitutiond purpose. They may be used for any inditutiond

purpose in carrying out officid duties and responsbilities, with the following
exceptions:

++ No funds may be used for influencing the outcome of any dection or the
passage or defeat of any legidative measure.

+«¢+ No funds may be used directly or indirectly to hire employees or in any other
way to fund or support candidates for the legidative, executive, or judicid
branches of State or Federal government.

K/
L X4

No funds may be used to pay the sdary for full-time employment of any date
employee who is dso the paid lobbyist of any individud, firm, association, or
corporation.

¢ No funds may be used by a state agency to publicize or direct atention to any
individud, officia, or employee of any Seate agency.

¢ No funds may be used to purchase insurance policies covering clamsarisng
under the Texas Tort Clams Act.

+«+ No funds may be spent by a state agency to carry on functions for which funds
have been appropriated to the Office of State- Federd Relations.

+«+ No funds may be used to enter into a consultant contract with any individud
who has been employed by the department or agency within the past 12
months.

Gift Funds - Redtricted - Redtricted gift funds are digible for expenditure only as
alowed by the donor's wishes.

Grantsand Contracts - These funds must be spent in accordance with applicable
Statutes and provisions of the grant or contract.

Other - These funds represent dl other locally collected funds. These funds are
eigible for expenditure for any legdly dlowable indtitutiona purpose.
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Appendix 2: Employee vs. Independent
Contractor

U. S. Department of Labor Criteria

The U. S. Department of Labor has stressed the following six factors as the criteriato be
used in determining whether an individud is an employee or independent contractor:

s The extent to which the services provided are an integrd part of the contractor's
business;

¢ The permanency of the employment rdationship;

++ Theamount of the contractor'sinvestment in facilities and equipment;
%+ The nature and degree of control and supervison by the employer;
++ The contractor's opportunities for profit and loss, and

+« Theamount of initiative, judgment, or foresight in open market competition with
others required for the success of the claimed independent enterprise.

If anindividud is employed to perform unskilled labor, is paid an hourly rate, and is
closdly supervised, he/she probably would not meet the test of an independent contractor
and, therefore, should be treated as an employee.
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| nter nal Revenue Service Guidance

The Interndl Revenue Service provides additiona guidance on the matter. The Interna
Revenue Code provides that employment taxes are imposed on wages received by
employees. The Code defines the term "employee” for FICA purposes as any individua
whose employment status meets the common law requirements for an employer-
employee rdaionship. Generdly, an employer-employee relationship exidsif the person
for whom the services are performed has the right to control and direct the individua
who performs the services, not only as to the results of the work but also the details and
means by which the results are accomplished. It is unnecessary for the employer to
actudly direct or control the manner in which the services are performed; it is sufficient
if the employer has the right to do so.

If an employer-employee relationship exigts, the designation of the parties as anything

other than that of employer and employeeisimmaterid. Thus, if that rdationship exigts,

it is of no consequence that the employee is designated as a partner, co-venturer, agent, or
independent contractor.
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Twenty Common-Law Factors

Twenty factors have been identified by the courts in indicating whether sufficient control
is present to establish an employer-employee rdationship under common-law rules. The
importance of each factor varies depending on the occupation, the factua context in
which the services are performed, and even the interpretation of the particular IRS
examiner. As expected, the IRS leans toward classfying individuas as employees. The
following list has been excerpted from "Current Employment Tax Issuesin Higher
Education” as published by Coopers & Lybrand.

A worker will generdly be deemed an employee if the individud:

1. Mus comply with an employer'singtructions about the work;

2. Recavestraning from or a the direction of the employer;

3. Provides servicesthat are integrated into the business,

4. Provides services that must be rendered persondly;

5. Hires, supervises, and pays assstants for the employer; (An independent contractor
usualy must have the right to choose whether and who to hire as assistants)

6. Hasacontinuing relationship with the employer;

7. Mus follow set hours of work;

8. Worksfull-timefor an employer;

9. Doesthework on the employer's premises;

10. Must work in a sequence set by the employer;

11. Mugt submit regular reports to the employer; (If a contract between the employer and
an independent contractor specifies that the job must be completed to the satisfaction
of the customer, the employer may avoid the need for reports from the independent
contractor. Reports are usualy indications of employee status.)

12. Receives payments of regular amounts a et intervas;, (If the worker isan
independent contractor, the contract should cdl for payment by the job. Payment by
the hour, week, or month usually indicates an employer-employee relationship.
Additiondly, fringe benefits are generdly paid by employersto employees)

13. Receives payments for business or traveling expenses,
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14.

15.

16.

17.

18.

19.

20.

Rdies on the employer to furnish tools and materids,

Lacksamgor invesment in facilities used to perform the service; (An independent
contractor usudly has a sgnificant investment in hisher own business))

Cannot make a profit or suffer aloss from the services, (An indication of independent
contractor statusis being subject to rea risk of economic loss. Thus, independent
contractors usudly have control over the economic results and contractudly agree to
bear the risk of loss))

Works for one employer a atime;

Does not offer servicesto the generd public; (Any requirement of exclusivity detracts
from the argument that the worker is an independent contractor. Advertisng by the
independent contractor that he/she is available to the generd public is an indication of
independent contractor status.)

Can be fired by the employer; (The generd commontlaw ruleisthat only employees
may be terminated immediately; independent contractors cannot be fired aslong as
they live up to their contractud obligations.)

May quit work a any time without incurring ligbility. (According to the IRS, only
employees may terminate without incurring any ligbility; independent contractors are
contractualy bound to complete the specific job.)
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Appendix 3: Expense Object Codes

Major Categories

1100-1899 Personndl Services

1100-1699 Salaries
1700-1899 Wages

1900-1999 Employee Benefits

3000-3999 Trave

3000-3099 Trave - In-State
3100-3199 Trave - Out-of-State
3200-3599 Travel - Other

4000-4899 Supplies and Materids

4900-4959 Regulatory and Compliance

5000-6999 Other Operating Expenses

5000-5039 Utilities

5040-5099 Reserved for TAMRF
5100-5199 Telecommunications
5200-5259 Fees

5260-5299 Reserved for TAMRF
5300-5369 Judgments and Court Costs
5370-5399 Reserved for TAMRF
5350-5369 Consultant Services
5370-5399 Reserved for TAMRF
5400-5499 Professiona Services
5500-5555 Maintenance and Repairs
5556-5599 Reserved for TAMRF
5600-5699 Other Services
5700-5799 NonCapitdized Furnishings & Equipment
5800-5899 Rentds & Leasng
5900-5929 Scholarships

5930-5999 Reserved for TAMRF
6000-6049 Grants

6050-6099 Reserved for TAMRF
6100-6149 Debt Retirement
6150-6199 Reserved for TAMRF
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6200-6450 Other

6451-6499 Sdf Insurance Programs
6500-6899 Reserved for TAMRF
6900-6999 Items Purchased for Resdle

8000-8999 Capital Outlay

8000-8099 Land

8100-8199 Buildings

8200-8299 Improvements Other than Buildings
8300-8349 L easehold Improvements
8350-8399 L ease Purchases

8400-8479 Equipment

8480-8499 Reserved for TAMRF

8500-8599 Library and Reference Books
8600-8699 Livestock and Poultry

8700-8799 Congtruction in Progress

9600-9679 Indirect Cost Expense

9680-9699 Reserved for TAMRFE
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1100 - 1899 Personnel Services
1100 - 1699 Salaries

1105 ------ ------ Sdary Encumbrance

1110 7010 1001 Sday- Admin- Professona

1210 7008 1005 Sday - Extenson - Faculty

1211 7009 1010 Sdary - Extenson - Faculty Equivdent
1215 7011 1015 Sday - Extenson - County Agents
1220 7010 1001 Sday - Extenson - Professona
1225 7015 1001 Sday - Extenson- Classfied

1310 7009 1010 Sday - Research - Faculty Equivdent
1315 7010 1001 Sday - Research - Professona

1320 7015 1001 Sday - Research - Classfied

1325 7014 1001 Sday - Graduate Assstant Research - Professona
1410 7008 1005 Sdary- Teaching - Faculty

1411 ----- ----- Undlocated Sdaries - Teaching

1412 ----- ----- Undlocated Merit Increases - Teaching

1413 ----- ----- Summer Teaching Sdaries

1414 ----- ----- Undlocated Sdlaries - Grad Assst - Teaching

1415 7014 1001 Sday - Graduate Assstant Teaching - Fact/Academic
1510 7010 1001 Sday - Support Staff - Professond

1511 -----  ----- Undlocated Sdlaries - Non-Teaching
1512 ----- ----- Undlocated Merit Increases - Non-Teaching
1513 ----- ----- Undlocated Sdaries - Grad Assist - Non-Teaching

1515 7015 1001 Sdary - Support Staff - Classfied

1525 7014 1001 Sday - Graduate Assistant Non-Tesching - Professiona
1526 7014 1001 Sday - Graduate Assstant Academic/Research Support
1599 7031 2000 Americorps- Living Allowance (TAEX)*

1610 7022 1002 Longevity Pay

1640 -----  ----- Sdaries - Other Indtitutions (TEES) *

1645 -----  ----- Slit Sday Trander (TEESonly - not vdid in FAMIS) *
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1700 - 1899 Wages

Unallocated Sdlaries - Teaching

Wage Encumbrance

Undlocated Merit Increases - Teaching
Summer Teaching Sdaries

Wages - Faculty

Undlocated Sdaries- Non-teaching
Unallocated Merit Increases - Non-teaching
Wages - Professond

Wages - Classfied

Wages - Overtime

Wages - Student

Wages - Student (Federal College Work-Study)
Wages - Student (Federd Community Services)
Wages - Student (State College Work-Study)
Wages - Student (Reading Tutors Program)
Wages - Other Indtitutions (TEES) *

Hazardous Duty Pay

Lump Sum Termination Pay - Vacation
Termination Pay - Death Benefits
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1900 - 1999 Employee Benefits

1910 7041 2000 Employee Insurance Payments (GIP)

1920 7043 1002 HCA Contributions (OASI Matching)

1925 7071 2000 State Employee Reocation - Qualified Expenses
1926 7071 2000 State Employee Reocation - Non-Qudified Expenses
1930 7025 1002 Per Diem of Board Members

1935 7030 1002 Employee Incentive Bonus

1940 7031 2000 Emolumentsand Allowances***

1945 7061 2000 Worker's Compensation Assessments- Sdlf Insurance Program
1950 7052 2000 Unemployment Compensation Insurance

1955 7086 1002 ORP Base6%

1956 7086 1002 ORP Supplement 1.31%

1957 7086 1002 ORP Differentid 1.19%

1958 7086 1002 Supplementa ORP (limited use)

1960 7909 1002 TRS Matching Contribution

1965 -----  ------ 2000 Federd Group Life Insurance-Matching Premium (TAEX)*
1970 ----- 2000 Federa Medicare Insurance Charge

1975 ----- 1002 Federd Retirement Matching Contributions (TAEX) *

1980 -----  ----- Earned Income Credit

1985 -----  ----- Fringes - Other Indtitutions (TEES) *

1990 -----  ----- Staff Benefits Paid Directly by State (offset to revenue codes)
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3000 - 3999 Per sonnel Services

3000 - 3099 Travel - In-State

3010

3011
3012

3016
3017
3020
3025
3030
3031
3033
3035
3040
3045
3050
3055
3060
3065

7101

7101
7442

7102
7102
7104
7105
7106

3100 -

3110
3111
3112

3114
3116

3120
3125
3130

3131
3133
3135
3140
3145
3150
3155

7111
7111
7442

7111
7112

7114
7115
7116

2000

2000
2000

2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000

Travel In-State - Public Trans. - Auto Rentd (includes Transp.
Center rentals)

Travel In-State - Public Trans. - Other

Travel In-State - Public Trans-TAMU Transportation Center
(TEES) *

Trave In-State - Mileage (Rate not to exceed the current State rate)
Travd In-State - Mileage - Off Campus Courses (state rate)
Travel In-State - Actud Expenses- Overnight Trave

Trave In-State - Incidental Expenses

Travel In-State - Meds & Lodging Not to Exceed $80

Trave In-State - Lodging Overage (locd funds) ***

Travel In-State - Board Meals & Lodging

Travel In-State - Partid Per Diem

Travel In-State - Actud Expense Meds- No Overnight Travel
Travd In-State - Parking Fees

Travel In-State - Single Engine Aircrait Milesge

Travd In-State - Twin Engine Aircraft Mileage

Travel In-State - Turbine Powered Aircraft Mileage

Trave In-State - Apartment/House Renta Expense

3199 Travel - Out-of-State

2000
2000
2000

2000
2000

2000
2000
2000

2000
2000
2000
2000
2000
2000
2000

Trave Out-of-State - Public Trans. - Auto Rental

Trave Out-of-State - Public Trans. - Other

Travd Out-of-State - Public Trans. - TAMU Trangportation Center
(TEES) *

Trave Out-of-State - Public Trans. - D.C.

Travel Out-of-State - Mileage (Rate not to exceed the current state
rate)

Travel Out-of-State - Actuad Expenses - Overnight Travel

Travel Out-of-State - Incidental Expenses

Travel Out-of-State - Medls & Lodging Not to Exceed the
Locality-Based Allow

Travel Out-of-State - Lodging Overage (loca funds) ***

Travd Out-of-State - Board Meds & Lodging

Trave Out-of-State - Partid Per Diem

Travel Out-of-State - Actud Expense Meds- No Overnight Travel
Trave Out-of-State - Parking Fees

Travel Out-of-State - Single Engine Aircraft Mileage

Trave Out-of-State - Twin Engine Aircraft Mileage
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3160 7127 2000 Trave Out-of-State - Turbine Powered Aircraft Mileage
3165 7128 2000 Trave Out-of-State - Apartment/House Rentd Expense

3200 - 3599 Travel - Other

3210 7131 2000 Traved - Prospective State Employees
3310 7121 2000 Trave - Foreign
3410 ----- 2000 Traved — Students
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4000 - 4899 Suppliesand Materials (including Fuelsand
L ubricants)

4010
4011
4012
4013
4014
4015
4016
4020
4025
4030
4031
4032
4035
4036
4037
4038
4039
4040
4041
4042
4045
4046
4047
4050
4051
4055
4056
4057
4058
4060
4065
4066
4067
4068
4069
4070
4071
4075
4076
4077

7300
7300
7300
7300
7300
7300
7300
7300
7303
7304
7304
7304
7307
7304
7304
7304
7310
7310
7310
7310
7312
7312
7312
7315
7315
7328
7328
7300
7328
7328
7330
7330
7330
7330
7330
7331
7328
7328
7328
7328

2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000

Supplies - Office Generd

Supplies - Paper Goods and Janitoria
Supplies - Education

Supplies - Research

Supplies - Other (Indluding Ammunition)
Supplies - Food Service - Exempt
Supplies- Storeroom

Computer Consumables (diskettes, paper, ribbon, etc.)
Subscriptions, Periodicas, and Information Services
Fuels and Lubricants - Other

Fudls - Federd Excise Tax

FreTraning - Fud (TEEX) *

Fuelsand Lubricants - Aircraft

Fud - Gasoline

Fud - Diesdl

Fud - Propane

Gases

Chemicals and Gases

FreTraning - Chemicds (TEEX) *
FreTraining - Foams (TEEX) *

Medicd Supplies

Medical Supplies- Dentd Implants

Medica Supplies- Dentd Metds

Food Purchases (Research, Seminars, Teaching) ***
Food Purchases (Research only) (TAES)*
Farm, Ranch and Nursery Supplies
Fertilizer

Packing Supplies

Pegticides

Supplies & Materids - Roads and Highways
Parts - Motor Vehicles

Parts - Machinery and Equipment

Parts - Marine Equipment

Parts - Tractors

Parts - Lifting Machines

Pants ***

Hardwood Seed

Shop and Industrid Supplies

Building Supplies and Materids

Landscaping Supplies
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4080
4085
4086
4090

7333
7334
7334
7335

2000
2000
2000
2000

Fabricsand Linens

Furnishings & Equipment (non-inv, staplers, tape dispensers, etc.)
Furnishings & Equipment - Research

Computer Parts & Supplies
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4900 - 4959 - Regulatory and Compliance

4900 7334 2000 TX DPS- Laboratory Apparatus
4901 7310 2000 TX DPS- Precursor Chemicds
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5000 - 6999 Other Operating Expenses

5000 - 5039 - Utilities

5010
5015
5020
5025
5030
5035

7501
7502
7507
7524
7526
7530

2000
2000
2000
2000
2000
2000

Electricity

Naturd and Liquefied Petroleum Gas
Water

Other Utilities

Waste Disposa

Thermd Energy
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5100 - 5199 - Tdecommunications

5110
5115
5116

5120
5125
5130
5135
5140
5145

5150
5151

5155
5156

7503
7504

7510
7514
7516
7518
7522
7962

7961
7503

7516
7516

2000
2000

2000
2000
2000
2000
2000
9999

9999
2000

2000
2000

Teecommunications - Long Distance

Telecommunications - Monthly Charge
Tdecommunications - Monthly Charge - Directly Charged to
ProjeC *k*

Tdecommunications - Parts and Supplies
Tdecommunications - Maintenance and Repair
Tdecommunications - Other Service Charges
Tdecommunications - Dedicated Data Circuit
Tdecommunications - Equipment Rentd
Tdecommunications - Centrex Op. Exp. (Transfer of fundsin
State Treasury to Generd Revenue Fund only)
Tdecommunications- TEX-AN (Trandfer of fundsin State
Treasury to Generd Revenue Fund only)

Tex-An - Payableto TAMU (TAES) *
Tdecommunications - Cable

Tedecommunications - Radio
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5200 - 5259 Fees

5210 7201 2000 Membership Dues***

5215 7203 2000 EmployeeTraining - Regidration Fees

5216 7202 2000 EmployeeComputer Training - Tuition

5217 7202 2000 EmployeeTraning - Tuition

5220 7204 2000 Insurance Premiums

5221 7216 2000 Insurance Premiums- Approved by Board of Insurance
5225 7205 2000 EmployeeBonds

5226 7217 2000 EmployeeBonds- Approved by State Auditor's Office
5230 7210 2000 Employee License/Certification and Fees- Other ***
5231 7210 2000 ServiceCharges***

5232 7210 2000 Credit Card Collection Expense***

5233 7210 2000 Fees- Demurrage

5234 7210 2000 Recrestiond Fecility Fee

5240 7211 2000 Employee Awards
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5300 - 5349 Judgmentsand Court Costs

5310
5315
5320

5325
5330
5335
5340

7222
7223
7224

7226
7226
7225
7229

2000
2000
2000

2000
2000
2000
2000

Filing Fees - Documents ***

Court Costs ***

Witness Fees and Allowances (Crimina & Adminidrative
Procedure) ***

Judgments and Settlements - Claimant ***

Judgments and Settlements - Other Lega Expenses ***
Judgments and Settlements - Attorney Fees***
Judgments and Settlements - Claimant and Attorney ***
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5350 - 5369 Consultant Services

5350
5351
5355
5356

7240
7239
7242
7239

1002
1002
1002
1002

Consultant Services - Other

Consultant Services - Other - Approved by Governor's Office
Consultant Services - Computer

Consultant Services- Computer - Approved by Governor's Office
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5400 - 5499 Pr ofessional Services

5410 7243 1002 Educationd/Training Services

5415 7245 1002 Financid and Accounting Services

5420 7246 1002 Legd Services***

5421 7257 1002 Legd Services- Approved by Office of Admin. Hearing ***
5425 7248 1002 Medicd Services

5426 7248 2000 Medicd Services- Drug Teding

5430 7249 1002 Veeinary Services

5435 7252 1002 Lecturers- Higher Education

5436 7243 1002 Vidgting Speskers (TEES)*

5440 7254 2000 Witness Fees- Other (Civil & Expert) ***
5445 7255 1002 Investment Counseling Services***

5450 7256 1002 Architecturd Services

5451 7256 1002 Engineering Services

5453 7253 1002 Other Professona Services

5455 ----em aoee-- Prof. Services - Subcontracts/contracts greater than $25,000
(TEES) ****

5460 7243 1002 Prof. Services w/Receipts (not 1099 taxable-may be different
Comptroller code

5460 7256 1002 Seeabove
5470 7299 2000 Inter-Agency Agreement - Loca
5471 7299 2000 Intra-System Agreement
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5500 - 5555 M aintenance and Repair Services

5510 7260 2000 Maint& Repair - Marine Equipment

5511 7260 2000 Maint& Repar - Motor Vehicles

5512 7260 2000 Maint & Repar - Machinery and Equipment

5513 7260 2000 Maint & Repair - Medica Equipment

5514 7260 2000 Maint& Repair - Tractors

5515 7260 2000 Maint& Repair - Lifting Machines

5520 7262 2000 Maint & Repair - Computer Software- TAMU CIS @

5521 7262 2000 Maint& Repar - Computer Software - not TAMU CIS

5525 7263 2000 Maint & Repar - Aircraft

5530 7266 2000 Maint& Repair - Buildings

5535 7267 2000 Maint& Repair - Computer Equipment - TAMU CIS @

5536 7267 2000 Maint& Repair - Computer Equipment - not TAMU CIS

5540 7270 2000 Maint & Reparr - Roads and Highways

5545 7271 2000 Maint & Repair — Improv. Other Than Bldgs (Including Airport
Runways)

5546 7260 2000 Maint& Repar - Non-University Owned Vehicles

5550 7260 2000 Maint& Repair - Oil Changes

5551 7260 2000 Maint& Repar - Engine Service

5552 7260 2000 Maint & Repair - Transmisson Sarvice

5553 7260 2000 Maint & Repar - Emisson Sysem

5554 7260 2000 Maint & Repair - Tire Replace/Repair
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5600 - 5699 Other Services

5610
5615
5616
5617
5620
5625
5626
5630
5632
5635
5640
5641
5645

5646

5647

5648

5650
5655
5660
5668
5669
5670
5671
5672
5673
5674
5675
5676
5677
5680
5681
5682
5683
5684
5685
5690
5692
5694

7272
7273
7273
7218
7274
7275
7275
7276
7260
17277
7281
7281
7284

7284

411

7411

7286
7291
7295
7299
7299
7299
7299
7299
7299
7299
7299
7299
7299
7299
7299
7299
7253
7299
7299
7299
7299
7210

2000
2000
2000
2000
1002
1002
1002
2000
2000
2000
2000
2000
2000

2000

2000

2000

2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
1002
2000
2000
2000
2000
2000

Hazardous Waste Disposal Services

Photographic Services

Reproduction Services

Production of Publications

Temporary Support Services

Computer Programming Services- TAMU CIS @
Computer Programming Services - not TAMU CIS
Communication Services

TTI Network Support Services @

Cleaning Services

Advertisng Services - Sponsored Agreements
Advertiang Services - All Other ***

Data Processing Empl. Services- TAMU CIS (personnd services
included) @

Data Processing Empl. Services - not TAMU CI'S (personnel
services included)

Data Proc. Rent Services- TAMU CIS (connect time, CPU time,
printing, store, eic.) @

Data Processing Rental Services- not TAMU CI'S (connect time,
CPU time, Printing, storage, €tc.)

Fraght/Ddivery Services

Postal Services

Crimina and Civil Investigation Expenses ***
NonRelated Research Services (1099 reportable)

Other Contracted Services-Non exempt (TAMUG only) *
Other Contracted Services

Extermination Services

Security Services

Proving Grounds Services (TTI) @

Electronic Media Services @

Research Equipment/Testing Services @

Graphic Services @

Information Didtribution Services

Roydty Didtribution Services

Wind Tunnel Services (TEES) * ***

Pogtd Services - Campus Mail Services

Cyclotron Services @

Chemica Insrumentation Services

Inter Divisona Services (TEEX) *

Regulatory Services

Resdents

Dentdl Lab Fees
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5700 - 5799 Non-Capitalized Furnishings and Equipment

5700 - 5749 Non-Inventoried and Non-Capitalized Furnishings
and Equipment With Price Less Than or Equal to
$500.00

5710 7334 2000 Office Furnishing and Equipment

5711 7334 2000 Medicd, Scientific and Laboratory Equipment
5712 7334 2000 Inditutiona Furnishings and Equipment
5713 7334 2000 Shop and Industrid Equipment

5714 7334 2000 Marine Equipment

5715 7334 2000 Uniforms& Clothing

5720 7335 2000 Computer Equipment

5725 7380 2000 Computer Software

5730 7382 2000 Educationa Books, Film & References
5735 7384 2000 Purchaseof Animas

5740 7517 2000 Teecommunications- Equipment Purchase
5745 7388 2000 Fabrication of Equipment
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5750
5751
5752
5753
5754
5760
5761
5765
5767
5770
5772

5750 - 5774 Non-Controlled and Non-Capitalized Furnishingsand

7334
7334
7334
7334
7334
7377
7380
7382
7384
7517
7388

2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000

Equipment With Price Greater Than $500.00 But
L ess Than $1,000.00

Office Furnishings and Equipment

Medicad, Scientific and Laboratory Equipment
Ingtitutiond Furnishings and Equipment
Shop and Indusgtrid Equipment

Marine Equipment

Computer Equipment

Computer Software

Educationa Books, Film and References
Purchase of Animals

Teecommunications - Equipment Purchase
Fabrication of Equipment
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5775
S777
5778
5780
5781
5782
5783
5785
5786
5787
5788
5791
5796
5797
5798
5799

5775 - 5799 Controlled but Non-Capitalized Furnishings &

7374
7523
7523
7374
7374
7374
7374
7374
7374
7378
7378
7374
7378
7378
7374
7374

2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000

Equipment

Firearms (Handgung/Rifles) / cost $0-999.99
FAX Machines/ cost $500.01-999.99
Portable/Cdllular Phones/ cost $500.01-999.99
Stereo Systems/ cost $500.01-999.99
Cameras/ cost $500.01-999.99

VCR'sand Televisons/ cost $500.01-999.99
Projectors/ cost $500.01-999.99

Cash Registers/ cost $0-999.99

Uniforms and Clothing / cost $500.01-999.99
Microcomputers/ cost $500.01-999.99
Printers (for Computers) / $500.01-999.99
Medicd, Scientific & Laboratory Equipment / cost $500.01-999.99
Other Computer Related / $0.00 - $500.00
Other Computer Related / $500.01 - $999.99
Other Controlled Assets/ cost $0-500.00
Other Controlled Assets/ cost $500.01-999.99
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5800 - 5899 Rental and Leasing

5810 7406 2000 Rentd of Toolsand Equipment

5811 7406 2000 Rentd of Office Equipment

5812 7406 2000 Rentd of Medicd Equipment

5813 7406 2000 Rentd of Containers

5820 7411 2000 Renta of Computer Equipment

5822 7401 2000 Rentd of Radio Towers

5823 7411 2000 Rentd of Video Equipment

5825 7406 2000 Rentd of Copying Machines

5830 7415 2000 Rentd of Computer Software

5835 7421 2000 Rentd of Reference Materid

5840 7442 2000 Rentd of Motor Vehicles

5845 7445 2000 Rentd of Aircraft - Private Companies

5846 7444 2000 Rentd of Aircraft- Aircraft Pooling Board
5847 7443 2000 Rentd of Aircraft- Universty Planes- Exempt
5850 7449 2000 Rentd of Marine Equipment

5855 7461 2000 Rentd of Land

5860 7462 2000 Rentd of OfficeBuildingsor Office Space @
5865 7468 2000 Rentd of ServiceBuildings @

5870 7470 2000 Renta of Space- Other (Classroom, Conference, Storage) @
5871 7470 2000 Rentd of Exhibit Space

5872 7406 2000 Rentd of Dormitory Furniture (TAMU)
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5900 - 5929 Scholar ships

5910 7679 3000 Scholarships- Undergraduate @

5915 7679 3000 Scholarships- Graduate @

5920 7679 3000 Scholarships- Post Doctord @

5925 7583 9999 Tuition & Fee Remissons and Exemptions (offsat entry only) @
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6000 - 6049 Grants

6010 7604 4000 Grants- Senior Collegesand Universities
6011 7614 4000 Grants- State Pass Throughs-Agencies
6015 7613 4000 Grants- Other Politicad Subdivisons
6020 7623 4000 Grants- Community Service Programs

6025 ------ 4000 Grants- Conferences and Seminars

6030 ------ 4000 Grants- Student Stipends on Sponsored Research (TEES) *
6031 ------ 4000 Grants- Travel & Other Related Participant Expenses (TEES) *
6032 ------ 4000 Grants- Student Tuition and Fees (TEES)*

6033 ------ 4000 Grants- Student Tuition and Fees (TEES)* @
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6100 - 6149 Debt Retirement

6105
6106
6110
6115
6116
6120
6121
6125
6126
6130
6131
6135
6140
6145
6146

7245
7245
7800
7801
7801
7802
7802
7803
7803
7804
7804
7708
7804
7210
7210

2000
2000
9999
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000
2000

Financia & Acct Services— Bonds ***
Financia & Acct Services— Notes & Loans***
Defeasance of State Bonds ***

Interest on State Bonds ***

Interest on State Notes and L oans ***
Interest - Other ***

Interest on Other — Notes and Loans ***
Principa on State Bonds ***

Principal on State Notes & Loans ***
Principa on Other Indebtedness ***
Principa on Other — Notes & Loans ***
Loan Repayment to Other State Agency ***
Redllocation of Debt Service ***

Service Charges— Bonds ***

Service Charges — Notes/L oans ***
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6200 - 6450 Other

6210 7299 2000 Inter-agency Contracts and Transactions

6215 7902 9999 Trud or Suspense Payment (Including Purchese of U. S. Savings
Bonds) ***

6225 7041 2000 Group Insurance Premiumsfor Retirees

6230 7806 2000 Pendty onLate Paymentto Vendor ***

6250 7327 2000 Procurement Card Purchases

6310 ------ ------ Bad Debt Expense ***

6315 7565 9999 Finesand Pendties***

6320 7210 2000 Investment Fees***

6335 ------ ------ Other Expenses - Locd Only ***

6339 ------ ------ Food Purchases - Other Than 4050 or 6340 Purchases ***
6340 ------ ------ Entertainment/Business Medls ***

6341 ------ ------ Alcohol Purchases - Approved purposes and accounts only ***

6350 7567 9999 Deveopment Fee (TAMU) * ***
6351 7567 9999 Development Fee Return (TAMU) * ***

6355 ------ ------ Infrastructure Support (TAMU) *

6360 7808 9999 Arbitrage***

6361 ------ ------ Dormitory Charges for Students (TEEX) *
6362 ------ ------ Food Servicesfor Classes (TEEX) *
6363 ------ ------ Housing for Guest Ingtructors (TEEX) *
6364 ------ ------ Food Services for Ingtructors (TEEX) *

6365 7203 2000 Participant Cogsts- Conferences & Short Courses (TEES)*
6366 7202 2000 Participant Cogts- Tuition (TAMU, TAES) *

6367 7203 2000 Participant Costs- Fees(TAMU, TAES) *

6368 7203 2000 Participant Costs- Books(TAMU, TAES) *

6369 7203 2000 Participant Costs- Materids (TAMU, TAES) *

6370 7106 2000 Participant Costs- Trave (TAMU, TAES) *

6371 7116 2000 Participant Costs- Travel Out of State (TAMU, TAES) *
6372 7121 2000 Participant Costs- Foreign Travel (TAMU, TAES) *
6373 ------ ------ Participant Costs - Room and Board (TAMU, TAES) *
6374 7213 2000 Participant Costs- Other (TAMU, TAES) *

6380 ------ ------ Game Guarantee Expense

6410 7411 2000 Use Feefor Equipment Repair and Replacement @

6415 ------ ------ Adminigrative Allowance

6449 7299 2000 Subawards- firg $25,000 and collecting IDC

6450 7299 2000 Subawards- after first $25,000 and no IDC @
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6451 - 6499 Self I nsurance Program

Sdf Insured Program - Medica
Sdf Insured Program - Dentd

Sdf Insured Program - Prescription Drug Clams

Sdf Insured Program - Adminidrative Fee
Sdf Insured Program - Authorizetion Fee

Sdf Insured Program - Adminigrative - COBRA

Worker's Compensation - Medical Supplies
Worker's Compensation - Medical Services
Worker's Compensation - Indemnity Clams
Worker's Compensation - Mileage/Lodging

Worker's Compensation - Other Contracted Services

Increase /(Decrease) in Sdf Insured Liability
Unemployment Compensation Claim
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6900 - 6999 |tems Purchased for Resale

6901
6902
6911
6912
6920

7393
7394
7393

2000
2000
2000
2000
2000

Items Purchased for Resdle ***

Raw Materials Purchased ***

Items Purchased for Resale - Exempt ***
Raw Materias Purchased - Exempt ***
Inventory Adjustment-Itemsfor Resale ***
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8000 - 8999 Capital Outlay

8000 - 8099 L and

8010 7345 5000 Land @

8100 - 8199 Buildings

8110 7342 5000 Buildings@
8115 7343 5000 Remodding of Buildings- State Owned @

8200 - 8299 | mprovements Other than Buildings

8210
8211
8212
8213
8214

7346
7346
7346
7346
7346

5000
5000
5000
5000
5000

Sidewaks and Parking Lots @

Utility Lines @

Fences @

Sports Fecilities @

Other Land Improvements, Landscaping, etc. @

8300 - 8349 L easehold I mprovements

8310 7344 5000 Remodding of Buildings- State Leased @

8350 - 8399 L ease Pur chases

8350
8351
8355
8360
8370
8371

7376
7376
7385
7519
7351
7352

5000
5000
5000
5000
5000
5000

Lease Purchase Furnishings & Equipment @

L ease Purchase Farm Equipment (TAES) * @

L ease Purchase Computer Equipment @

L ease Purchase Telecommunications Equipment @
L ease Purchase Motor Vehicles/Passenger Cars @
Lease Purchase Motor Vehicles/Other @
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8400 - 8479 Equipment

8410
8415
8420
8421
8422
8423
8424
8425
8426
8430
8435
8440
8445
8450

7372
7372
7373
7373
7373
7581
7373
7373
7373
7375
7379
7387
7520
7388

5000
5000
5000
5000
5000
9999
5000
5000
5000
5000
5000
5000
5000
5000

Motor Vehicles - Passenger Cars @

Motor Vehicles - Other @

Classroom Teaching Aids @

Office Furnishings and Equipment @

Medical, Scientific and Laboratory Equipment @
Specimens and Collections @

Other Inditutional Furnishings and Equipment @
Shop and Industria Equipment @

Marine Equipment @

Purchase of Aircraft @

Computer Equipment @

Computer Software @

Teecommunications - Equipment @
Fabrication of Equipment @

8500 - 8599 Library and Reference Books

8510 7389 5000 Library and Reference Books @
8511 7389 5000 Library Periodicas(TAMUG and TAMUCC) * @

8600 - 8699 L ivestock and Poultry

8610 7386 5000 Purchaseof Animas- Capitdized (Doesnot include livestock

purchased for daughter) @
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8700 - 8799 Construction in Progress

8710
8711

8712
8713
8714
8715
8716
8717
8718
8719
8721
8722
8723
8724
8725
8726
8727
8728
8730
8731
8732

7341
7346

7281
7253
7256
7349
7253
7253
7253
7253
7276
7253
7346
7373
7253
7253
7253
7253
7373
7374
7334

5000
5000

5000
5000
5000
5000
5000
5000
5000
5000
5000
5000
5000
5000
5000
5000
5000
5000
5000
5000
5000

Condruction/Rehabilitation of Buildings ***
Congtruction/Rehabilitation of Improvements Other Than
Buildings ***

Advertisng ***
Archaeologica/Environmenta Surveys ***
Architecturd/Engineering Services ***
Congtruction of Roads ***

Asbestos ***

Condtruction Testing ***

Cog Edtimate Verification ***

Energy Management System ***

Fiber Optics ***

HVAC Bdancing Services ***

Landscaping ***

Movable Furnishings ***

Other Services ***

Project Management/Administration ***

Soil Investigation ***

Land Surveying Services ***

CIP — Equipment - Capitdized (SAGQO) * ***
CIP - Equipment - Controlled (SAGO) * ***
CIP - Equipment - Expensed (SAGQO) * ***
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9600 - 9679 Indirect Cost Expense

9610
9615
9617
9620
9622
9623
9625
9630
9635

7585
7585
7585
7585
7585
7585
7585
7585
7585

Footnotes:

9999
9999
9999
9999
9999
9999
9999
9999
9999

Indirect Cost - Federd @

Indirect Cost - Federal Flow Through @

Indirect Cost - Federd Flow Through - Non-Texas State Entity @
Indirect Cost - State @

Indirect Cost - State How Through @

Indirect Cost - State Flow Through - Non-Texas State Entity @
Indirect Cost - Local @

Indirect Cost - Private @

Indirect Cost - Foreign @

* - Indicates that this object code has been established at the request of the specified

System

Member.

*** _ |ndicates that this object code is considered to be an unallowable cost for Indirect

Cost

(IDC) purposes, per OMB Circular A-21.

@ - Indicates that this object code needs to be excluded from the MTDC base when
cdculaing
Indirect Costs(IDC).

Last Update: 11/98
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Appendix 4: References

The following items/publications were consulted during the preparation of this manud
and should be considered for further reference:

% State of Texas Purchase Voucher Guide

% State of Texas Travel Allowance Guide

«» Genera Appropriations Act, 74th Legidature, Regular Sesson, House Bill No. 1
% The Texas A&M Univergty System Policies and Regulations.

21.01.03 Dishbursement of Funds

21.01.05 Interdepartmental Transactions - Operation of Service Departments
25.02.01 Travel Regulations

25.05 Purchase of Food and Refreshments

25.99.03 Contracting for Private Consultants and Professiona Services
25.99.04 L ease-Purchases or Ingtdlment Payment Purchases

25.99.05 Interagency and Intrasystem Transactions

% "Current Employment Tax Issuesin Higher Education,” LauraKalick, Director,
Coopers Lybrand, Washington, D.C.

%+ TexasPend Code

Section 39.01(a)
Section 39.02

+«» Attorney Generd Opinion JM-1063
%+ Texas Education Code:
Section 51.009

Section 54.051(e)
Section 54.051(1)

% Texas Government Code:

Chapter 2109
Chapter 2254, Subchapter A

+« U. S Treasury Regulations
Section 1.132-5(t)(1)
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Appendix 5: Specific Guidelines From
A&M - Commerce

Allowability of Various Expenditures Based on Source of Funding
For printing of Matrix see appendix 6.

Purchasing Guiddines
Accounts Payable

Trave
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I ntroduction
The purchasing department is here to assst the requisitioner in obtaining goods or
sarvicesin atimey and cost effective manner.

The purchasing department is located on thefirdt floor of the Business Adminidiration
Building in the Fiscd Office.

Thefollowing Purchasing Professonds, and their extensons are provided for your
assistance:

Carol Dickenson 5220
JIl Edwards 5060
Pat Gillean 5461
Ann Nichols 3057
Marc Scott, Director 5059

Additiond, vauable information may be obtained from our website. Our websiteis
found under the adminidration hot link from the University webpage.
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Code of Ethics & Conflict of Interest

A specid responghility isimpased on al people who are entrusted with the disposition of
the state's funds. As purchasing personnd, we are required to perform with the highest
integrity while we are congtantly being asked to manage more effectively, to secure better
economic results, to speed up the process, and to be innovative in accomplishing our
mission. Thisisagreat chalenge and an exciting one!

Elected and gppointed Sate officias aswell as dl state employees are entrusted with the
safety and welfare of the citizenry. In return for their confidence in state government,
citizens expect that sate employees private interests will not conflict with public
business.

The nature of purchasing functions mekesit critical that dl playersin the processremain
independent, free of obligation or suspicion, and completely fair and impartid.
Maintaining the integrity and credibility of a purchasing program requires aclear set of
guidelines, rules and respongbilities to govern the behavior of purchasng employees.
Credibility and public confidence are vita throughout the purchasing and contracting
system. Any erasion of honesty, integrity or openness tends to be moreinjuriousto
purchasing than to most other public programs. The shadow of doubt can be as harmful
asthe conduct itsdlf. It iswith thisin mind that the following policies and procedures are
st forth.

This section gates the ethical standards of conduct required of Genera Services
Commission (GSC) employees, vendors, potential vendors, and employees of other state
agencies when acting under authority delegated from the GSC. Every person employed
by apublic purchasing agency will abide by a code of ethics. In accordance with state
law and GSC Rule 1ITAC 111.4, agencies in purchasing under the GSC del egated
authority shdl adhere to the following ethicad standards:

A state employee may not:
participate in work on a contract by taking action as an employee through decision,
approval, disgpprova, recommendation, giving advice, investigation or Smilar action
knowing that the employee, or member of their immediate family has an actua or
potentia financid interest in the contract, including prospective employment;
solicit or accept anything of value from an actua or potential vendor;
be employed by, or agree to work for, a vendor or potentia vendor;
knowingly disclose confidentia information for persona gain; or
be employed at apay classfication of an A 17 or B 9, Step 1 or higher if the spouse
of an officer, manager, or paid consultant of a Texas trade association of businesses
that contracts with the state. (See your Human Resources representative for
verification of the new equivdent pay dassfication, which became effective
09/01/97).
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A former employee:

A former employee who had a pay classification of A 17 or B 9, Step 1 (see above note)
or higher who ceases service or employment with the GSC on or after January 1, 1992,
may not represent any person or recelve compensation for services rendered on behalf of
any person regarding a particular matter (a specific investigation, application, request for
aruling or determination, rulemaking proceeding, contract, clam, charge or other
proceeding, contract, claim, charge or other proceeding) in which the former employee
participated during the period of employment, either through persond involvement or
because the case or proceeding was a matter within the employee's officid respongbility.

A vendor _or potential vendor may not:
offer, give, or agree to give an employee anything of vaue; or

|f aviolation occurs:

When an actual or potentia violation of any of these standardsis discovered, the person
involved shdl promptly file awritten statement concerning the matter with an appropriate
supervisor. The person may aso request written ingructions and disposition of the
matter.

If an actud violation occurs or is not disclosed and remedied, the employee involved may
be either reprimanded, suspended, or dismissed. The vendor or potentia vendor may be
barred from receiving future contracts and/or have an existing contract canceled.

Purchasing professonds have the right under law to have any ethics question reviewed
and decided by the State Ethics Commission. If you wish to learn whether a specific
action violates the ethics rules, please contact the State Ethics Commission, 1101 Caiman
LaCosta Austin, Texas 78752 or cal them at (512) 463-5800 or 1-800-325-8506 for
outside of Audtin.

Conflict of Interest:

In accordance with Texas Government Code, Title 10, Subtitle D, Section 2155.003,
GSC requiresthat al employees of the GSC sign a Conflict of Interest satement each
year. All purchasing gaff of a state agency who have been delegated the authority to
purchase must dso sgn a Conflict of Interest statement each year.
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Procurement Authority
Overview of Purchasing Authority

Purpose
This section proves standard procedures for the implementation of Texas Government

Code, Title 10, Subtitle D, Section 2151 et seq. These procedures include statutory
requirements and those requirements established by rule of the commission as contained

in Generd Services Commission (GSC) Rule 1ITAC 113.1 et seq. It isnot the intent to
establish procurement procedures outside the scope of Texas Government Code, Title 10,
Subtitle D, Section 2151 et seq.

Revisions
The 1998 Edition of the Procurement Manua replaces the previous manud, entitled
"Procurement Manud" (dated June 1, 1994), and is the current edition.

Digtribution of Procurement M anual
Each gtate agency Purchasing Director is provided one (1) complimentary copy of this
publication. Additiona copies of the Procurement Manua may be copied at your expense
or you may purchase additiona copies from the Generd Services Commission, Fiscd
Management Divison, by caling (512) 463-8475.

The complimentary copy of the Procurement Manud will be mailed to the Purchasing
Director of each agency listed in GSC's master agency address database. Please go to the
following website http://www.gsc.gate.tx.us/misc/agyaddr.html to verify that the most
current information for your agency/university islisted. If any of the information listed in
this database needs to be updated, please send the request in writing to the attention of the
Master Agency Address Data Base Coordinator at GSC, P. O. Box 13047, Austin, TX
78711-3047. You may aso fax your updates to (512) 463-7966.

| nter net
The 1998 Edition of the Procurement Manual is available on the GSC's Centra
Procurement Services (CPS) "Procurement Related Information” website, a the
following address: http://Aww.gsc.gtate.tx.us/procinfo.htmi

Internet Source: http://www.gsc.state.tx.us
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Purchasing Department Administration

General

The Purchasing Department is responsible for procuring al goods and services required
by the University at the specified qudity, quantity and lowest available cost. Purchase
Orderswill be awarded on the basis of compstitive bidding whenever practicable. All
purchases must be made in accordance with the Generd Services Commission Act, Texas
Government Code, Title 10, Subtitle D, Chapters 2151-2176, and Texas A&M
Universty-Commerce Policy and Procedure Manud, Policy # E-20.

No officer/femployee will intentionaly or knowingly make or authorize separate,
sequentia or component purchases to avoid the competitive bid requirements. Purchases
may not be broken down into smaller lotsin order to circumvent the specified dollar

limit.

Departments should contact the Purchasing Department as soon as needs are determined
in order to dlow for the timely ddivery of goods and services.

Responsibilities
The Purchasing Department will:

(1) Review Departmental Requisitions for accuracy, complete specifications and
determination of proper purchasing proceduresin consderation of the fundsto be
disbursed.

(2) Process State Contract Purchase Orders and Open Market Purchase Requisitions prior
to forwarding them to the Generd Services Commission.

(3) Solicit and evauate bids and proposasin order to award delegated Purchase Orders.

(4) Encourage the increased participation of Historicaly Underutilized Businessesin the
A& M-Commerce Procurement Process.

(5) Manage dl open Purchase Orders to the extent that the requisitioner receives the
requested products or services.

(6) Maintain an accurate file of dl purchasing transactions and related correspondence.

(7) Develop and maintain accurate and up-to-date information on sources of materids,
services and equipment in the form of catalogs, price lists, etc.

(8) Asss departments that have been delegated the authority to make independent
purchases.

(9) Asss depatmentsin meeting dl State and Univerdty purchasing regulations.

(10) Develop and provide training sessions to departments, upon request.
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The Procurement Cycle

PROCUREMENT METHOD SELECTED

Purchasing M ethods
| dentify gppropriate procurement method based on specifications, including ddlivery
requirement and cost.

Step A
Is commodity or servicein the Texas Council for Purchasing from People with
Disabilities (currently TIBH) or TDCJYID Texas Correctiond Industries (TCI)
catalogue? If yes, the procedures outlined in Section 2.5, of the Procurement Manud,
must be followed. If no, go to Step B.

Step B
Is commodity or service under Qualified Information Systems Vendor (QISV)? If yes,
the procedures outlined in Section 2.6, of the Procurement Manua, Catal ogue Purchase
Procedures must be

followed. If no, go to Step C.

- StepC

Is commodity or service on Generd Services Commisson (GSC) Term Contract? If
yes, the procedures outlined in Section 2.7, of the Procurement Manua, Term Contracts
must be followed. If no, go
to Step D.

Step D
commodity over $25,000 or service over $100,000? If yes, then it is to be purchased by
the GSC through Open Market Procedures. The procedures outlined in Section 2.8, of the
Procurement Manud, Open Market Purchases must be followed. If no, go to Step E.

Step E
Is commodity offered through GSC Schedued Purchases Procedures? If yes, follow
procedures outlined in Section 2.9, of the Procurement Manua, Scheduled Purchases. If

no, go to Step F.

Step F
Is commodity or service delegated to ordering entity? Follow procedures outlined in
Section 2.11, of the Procurement Manua, Genera Procedures.

Step G
Is purchasing method a Request for Proposals (RFP)? Follow procedures in RFP
Handbook see Section 2.10 Request For Proposal for obtaining the RFP Handbook.
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Procurement Cycle (continued)
Follow the appropriate procurement procedure for the method selected.

Review dl purchasing documents (e.g. purchase requisition and purchase order, etc.) for
completeness and accuracy. Correct any errors as necessary. If order was issued by GSC,
notify the appropriate GSC purchaser of error immediately. Ordering Entity is

responsible for reviewing purchasing documents and reporting errors to GSC when order
isissued by GSC.

Recelve, ingpect, and verify that the items recelved are in accordance with the purchase
order and shipping documents. If the item fails to meet pecification requirements, notify
the vendor. Items which are visbly damaged do not have to be accepted. If accepted, the
ordering entity should note damage on shipping document.

Process purchase payment according to the Comptroller of Public Accounts "The State
of Texas Purchase Voucher Guide" and Uniform Statewide Accounting System (USAS)
User Manud.
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Purchasing Procedures

GENERAL
All purchases must be originated by completing one of three Departmental Requisition
Forms. These forms are the Departmental Requisition Form, State Contract Requisition
Form and the Interdepartmental Requisition Form. Upon receipt of a properly completed
Depatmenta Requigtion, the Purchasing Department will classfy the transaction and
processit accordingly.

State Funds

Catdogue
If the requisitioned items are classfied as available on the Cata ogue Purchasing Program
(CPP) from a Qudified Information Systems Vendor, the Departmental Requisition is
processed by utilizing the CPP procedures. Items classified as CPP are considered goods
and services (computers, software, etc.). In purchasing through the CPP, the Purchasing
Department will award based on the best value available to the University. A
Departmental Requigition for equipment or supplies from a specific manufacturer must
be accompanied by a sole-source judtification, if dternates cannot be considered.

State Contract
If the items requisitioned are on Non-Automated State Contract, the class/item number,
price Vendor's name and address will be verified and noted on the Departmental
Requistion. The order is then placed with the Vendor and copies are sent to the Genera
Services Commission.

If the items requisitioned are on Automated State Contract, the class/item number,
commodity number and departmenta code are verified. The order isthen entered on the
automated contract entry system and forwarded to the Generd Services Commission for
review, gpprova and issuance of a Purchase Order.

Open Market
If the Departmenta Requisition is $25,000 or more, the Purchasing Department will
submit an Open Market Purchase Requisition to the Generd Services Commission for
review, gpprova and issuance of an Invitation For Bid.

Deegated or Emergency
If the Departmental Requisition is less than $15,000 (including freight and/or postage), it
is classfied as a Delegated Purchase Order. The Purchasing Department will solicit bids
and sdlect the supplier in accordance with current State Procurement Laws.

An emergency purchase is defined as "a purchase of goods or services so badly needed
that a department will suffer sgnificant financia and/or operationd damage unlessthe
goods or services are secured immediately.” In the case of an emergency, departments
must notify the Purchasing Department immediately. An emergency judtification letter is
required for this type of purchase to be processed.
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Research
If the purchase is to be used for research related activities, the Purchasing Department has
been granted the delegated purchasing authority to solicit and award bids in accordance
with current State Procurement Laws.

L ocal Funds
Upon recaipt of a Departmenta Requisition, the Purchasing Department will solicit bids,
select the supplier and issue an officid Purchase Order as required.

Bid and proposd solicitations will be awarded to vendors who, in the judgment of the
Purchasing Department, are financialy reliable and capable of providing the required
goods and services at the pecified qudity level. TAMU-C will make agood fath effort
inthe bid and proposa solicitation process to encourage increased participation of
certified Historicaly Underutilized Businesses.

PURCHASE OF SERVICES
The purchase of services must be made in accordance with rules established by Generd
Services Commission. The Purchasing Department will assst departments as required to
comply with GSC requirements.

Purchase of sarvicesis defined as the furnishing of skilled labor, unskilled labor or
professona work, but does not include: (1) professiona service subject to Subchapter
A, Chapter 2254; (2) service of a state agency employee; (3) consulting service as
defined by Subchapter B, Chapter 2254; or (4) service of apublic utility.

All Departmental Requistions for the purchase of services must be forwarded to the
Purchasing Department for processing.

All Departmenta Requisitions for the purchase of services amounting to $100,000 or
more per fisca year must be forwarded by the Purchasing Department to the GSC for
their review and approval.

All Departmenta Requistions for the purchase of services must be submitted before the
service begins. If the service can only be provided by a sole source provider, aletter of
judtification explaining why the service cannot be obtained competitivey must be
submitted dong with the Departmental Requisition.

USE OF PRIVATE CONSULTANT
Consulting services must be requisitioned through the Purchasing Department.

Consulting services contracts will be processed according to GSC guiddines
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LEASE PURCHASE OR INSTALLMENT PAYMENT PURCHASE APPROVAL
All requests for lease- purchases or ingtalment payment purchases must be submitted to
the Purchasing Department. The Purchasing Department will assst in developing lease-
purchase specifications and in determining available lease- purchase options.

The Director of the Purchasing is authorized to approve lease-purchases less than
$100,000 with aterm of five years or less.

The Vice Presdent for Business and Adminigtration is authorized to approve purchases
of $100,000 to $250,000 and with aterm of five years of less.

The Texas Bond Review Board is required to approve lease purchase or ingtalment
payment purchases in excess of $250,000 or having a stated term of longer than five
years.

LEASE OF SPACE
Lease of Space Funded by State Appropriations

The Purchasing Department will assst departmentsin developing lease specifications and
al necessary documentation as required by the Generd Services Commission (GSC)
Texas Government Code, Title 10, Subchapter D. The Purchasing Department will
formaly submit the bid specifications to the Planning and Space Management Divison

of the GSC.

Lease of Space Funded by Other Sources

L ease contracts financed from sources other than state-appropriated funds must be
submitted to the Purchasing Department for processing.

Quarterly reports must be submitted to the Purchasing Department in compliance with
GSC rule 115.40(c)(4).
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Proprietary (2155.067) Procurements

A proprietary purchase is justified only when equivaent product or service compstition is
not available. When the specification requirement limits condderation to one
manufacturer, one product, or one service provider, awritten justification must be
provided and is subject to review by Generd Services Commission. The proprietary
specification must be sated in the Invitation for Bid (IFB). A proprietary letter is not
needed for purchases under $2,000.00.

Requirements
A written judtification must indude the following:

An explanation of the need for the specification, e.g. which part or parts of the stated
specification redtricts the requisition to one manufacturer or provider;

The reason competing products are not satisfactory, e.g. ajudtification for the
proprietary purchase; and

Other information requested by the GSC.

Thisjudtification must be included in the local or delegated purchasing file. It can be
included on arequisition or be an attachment to an open market requisition or on the
purchase order.

Authorization

The judtification must be signed by the chief executive officer or an authorized
representative. A copy of the authorized signature must be on file with the GSC,
Procurement Review Section. To change the authorized ssgnature(s), the Executive
Director of the agency must send a letter to the GSC, Procurement Review Section,
authorizing who is responsgible for signing the judtifications. The letter should indicate if
the person(s) being added is new or replacing someone e se and must include a sample
sgnature.

Accountability

When making the purchase of proprietary items, the GSC is respongible for reviewing the
judtification. If the GSC takes exception, aletter stating the reasons for exception is
mailed to:

Board members;

Commission members,

The Agency Head or the Chairman of the Governing Body;
Elected officids of the respective agency;

The State Auditor;

The Legidative Budget Board; and

The Governor.
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Once the GSC takes an exception, the exception becomes part of the permanent file and
the purchase will proceed. Proprietary purchases made under delegated authority are
subject to review by the GSC.

All purchases of services exceeding $25,000 are pre-audited by the GSC. An agency
must send the purchasing documentation for document type 3, PCC Sto the GSC,
Procurement Review Section, 1711 San Jacinto, Rm. 304, Austin, TX 78701 or P.O. Box
13047, Audtin, TX 78711 immediately after the award. This will expedite the payment
approva process.
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Emergency Purchases

An emergency purchase is defined by the Texas Government Code, Chapter 2155.137
and Generd Services Commission (GSC) Rule 1ITAC 113.11 purchasing rulesas " a
purchase of goods or services so badly needed that an agency will suffer financial or
oper ational damage unlessthey are secured immediately.” Emergency purchases of
goods and services over $25,000 are pre-audited by GSC and should be coded as
document type 3, PCC T. A date agency must send the purchasing documents to the
GSC, Procurement Review Section, 1711 San Jacinto, Rm. 304, Austin, TX 78701 or
P.O. Box 13047, Austin, TX 78711 immediately after the date of award. The contract
will be pre-audited. Thiswill expedite the payment approva process. Emergency
purchases over $100,000 need to include the Good Faith Effort Forms (GFE), if
goplicable. Note: Emergency purchases over $25,000 must be posted in the Texas
Marketplace.

The essence of an emergency istime. However, proper procurement planning for
anticipated needs is expected. Emergency purchases should be rare and based on
completely unforeseeable circumstances. Early consultation with agency purchasing staff

is helpful in reducing the number of emergency purchases. In other words, norma
purchasing procedures (such as GSC open market or term contract) cannot be reasonably
expected to provide the needed goods or services within the needed time frame. The
decision to declare an emergency purchase is the sole respongihility of the agency.

The GSC has delegated to al agencies the authority to make emergency purchases. This
delegation is subject to any GSC rules that may be adopted during the course of this
delegation. If requested, the GSC will assist in advising on proper procedures but will not
certify whether an emergency exigts.

The agency is encouraged to use standard informal bid procedures, including obtaining
the required number of bids. Documentation isto be retained by the agency for auditing
purposes. Bidding for an emergency purchase is done by the agency who is responsible
for awarding the order to the lowest and best bid, consdering the emergency conditions.
The agency will have the responsibility for handling complaints and protests

An emergency purchase requires a letter of judtification, which will become a part of the
file. The letter should be signed by the chief purchasing officer or an authorized
representative and must:

State the reason for the emergency purchase by explaining what the emergency is
and/or what caused the emergency situation;

State the financid or operationd damage that will occur if needs are not satisfied
immediately (do not just say there will be aloss or some damage); and
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State why the needs were not or could not be anticipated so that items could have
been requisitioned through the GSC or purchased following regular del egated
procurement procedures.
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Reqguired Auditing Documents:

Copy of signed bid from awarded vendor (IFB);

Estimated dollar amount;

Beginning and ending dete;

Bid tabulation sheet (if applicable);

Emergency judtification letter documenting the unforeseegble circumstances which
forced the agency into an emergency procurement Stuation;

Franchise taxes letter of good standing;

Invoice receipt; and

A copy of purchase order; and

Verification of Texas Marketplace posting.

aghhowbdE
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Vendor Protest Procedures
Standard Administrative Procedures

Procedures
Any Vendor wishing to challenge the propriety of a purchase award made by an
authorized Buyer of the Purchasing Department must make a written request to the
Director of Purchasing for aformal to review of the transaction. Such written requests
may be made at any time but if any changein the award isto be affected, the written
request for review must be made within three working days of the notification of award.

The Director of Purchasing will review the award with the Buyer and provide awritten
explanation of the decison to the Vendor making the written request. In the event that
the Director of Purchasing review discovers any sgnificant deviation from the rules, the
award may be changed at the discretion of the Director of Purchasing.

A Vendor who does not agree with the decison of the Director of Purchasing must
request ameeting with the Vice Presdent of Business and Adminigration in writing no
later than 10 working days &fter the date of the Director of Purchasing’ s determination.
Following the tesimonies of al parties, the Vice- President will render a decison and
report the decison to the University President.

If the Vendor does not agree with the decison of the Vice President for Business and
Adminigration, the Vendor may pursue one of the following apped channels:

Purchases made with loca funds not subject to the authority of the Generd Services
Commisson must be appeded to the University President, whose decision shdl befindl.

Purchases made with state funds must be gppedled to the Generd Services Commission
in Augtin, Texas.

Contact Person

Pease fed free to contact Phillip Ray, Director of Purchasing, at (903)886-5060 should
you have any questions regarding these guiddlines.

Office of Responsbility
Department of Purchasing

Guiddines for Disbursement of Funds Appendix 5 Page 99




Texas A & M University-Commerce

Qualified Information System Vendors (QISV). a.k.a. " Catalog
Vendors' Purchase Program

The (QISV) "Catdog Vendor" Purchase Program requires State agencies to purchase
information systems products from Qudified Information Systems Vendors (QISVS). In
order to be quaified asa QISV, abusiness must be registered on the GSC's CMBL ; must
have completed a QISV application; and have submitted a "catalog” which meststhe
specifications developed by GSC. All of the above must have been accepted and
officidly acknowledged by The GSC with the issuance of a QISV certificate presented to
the vender

The Catdog Purchase (QISV) Program dlows State agencies the flexibility to "negotiate
the purchases' of information resource products from QISVs on a"best value for dollars
goent” basis. The QISV Program shifts sdection, sourcing and judtification to the State

Agency.

The TAMU-C Purchasing Department encourages al interested information resource
Vendors to fully explore the opportunity to become QISV certified by The GSC.
Vendors who wish to request a QISV application or ask questions about the Catalog
Purchase (QISV) Program, should contact the GSC directly at (512) 463-5315.
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Guidedlinesfor Expendituresof Higher Education Assistance
Funds

Purpose

The purpose of this document isto establish guiddines for the appropriate use of Higher
Education Assistance Fund (HEAF) resources.

Background

The legidature of the State of Texas recognized the need to provide permanent capital
funding for those colleges and universities, which were not participants in the permanent
university fund. H.JR. No. 19 was passed by the Legidature on May 25, 1983. This
joint resolution proposed a condtitutiona amendment “to provide funds for the support of
higher educeation and to restructure the permanent university fund.”

The proposed condtitutional amendment was submitted to and approved by the people of
the State of Texas. Following approva of the amendment to article V11, Section 17 of the
Texas Condtitution, the Legidature established the Higher Education Assistance Fund by
adding Chapter 62 to the Texas Education Code.

The Higher Education Assistance Fund was established to provide permanent capital
funding for many State colleges and universities whose resources had been severdly
limited by the reped of the Ad Vadorem tax. Appropriate expenditures and the use of
funds are asfollows:

Acquiring land ether with or without permanent improvements

Congructing and equipping buildings and other permanent improvements
Maor repair of rehabilitation of buildings or other permanent improvements
Acquistion of capital equipment

Purchase library books and library materids

Expenditure must be at least $100 or more
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HEAF

General Principals

This section provides the generd principles which support the specific provisions
authorized under Article V11, Section 17. These principles are expressed as definitions of
terms, which are pertinent to the purpose of this document and relate to acquiring,
condructing, or improving tangible assets.

Tangible assets are best defined by emphasizing their characterigtics. The asset would:

(& beintended for usein current operations, and not for the purpose of resae;
(b) bhave physica substance;
(c) provide measurable future benefit to the entity with a useful life of a leest

8 years

These characterigtics are the foundation of the principle of determining the nature of an
asset.

For purposes of these guidelines, cost of acquiring, congtruction, or improving tangible
asstsinclude dl directly related reasonable and legitimate codts, including sdlaries
(except library sdlaries), incurred in placing an asset in the position where it isto be used
and ready for productivity in the broad busness sense. This principleis gpplicable
whether performance is by university employees or by third parties.

The types of cogtsthat are to beincluded in the total costs of an asset will vary depending
upon the nature of the asset being acquired, whether purchased, constructed or improved,
but the principles for identifying the cost of an asset are applicable to dl acquistions.

These guidelines rdate to acquiring, congructing, or improving tangible assets, and not

to the appropriate levels of capitaizing those assets on the universities financid records.
Capitalized costs are expenditures that are recorded to an asset account or to accumulated
depreciation. All tangible assets are not capitdized because, in practice, capitalization of
expendituresis not based soldly on whether the property acquired meets the definition of
tangible fixed assets. Practical considerations, which take into account minimum level
dollar limitation influence, whether an asset is capitalized or conddered to be a current

expense.

Specific Provisionsfor Purchasing from Higher Education

Assistance Fund

The following paragraphs are intended to define the nature of appropriate HEAF
expenditures. These definitions will include examples as needed to express the intent of
these definitions; however, the list of examples should not be considered to be dl-
inclusve. Asameans of further defining the nature of appropriate expenditures,
descriptive commentary may be provided.
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Acquiring land with or without per manent improvements
Acquigtion of land is the outright purchase of red property without improvements or
rurd property with permanent improvements located thereon for purposes other than the
use for sudent housing, intercollegiate athletics or auxiliary enterprises.

Congruction and equipping buildings or other improvements
Condtruction is the erection, ingtalation or assembly of anew facility to include the
addition, expanson, extengon or replacement of an exigting facility. Construction
included related Site preparation, excavation filling and landscaping or other land
improvements.

Major repairsor rehabilitation of buildingsor other permanent improvements
Magor repairs or rehabilitation is the restoration of afacility by ateration, conversion,
rehabilitation or replacement of parts of materids that have deteriorated by action of the
elements or wear and tear in use and that have been corrected through maintenance or
minor repairs. Mgor repair or rehabilitation includes corrections of deficiencies and
faled or faling mgor components and exigting facilities such as roofs, foundations,
heating, ventilating, and air conditioning systlems and devators.

Other permanent improvements includes, but is not limited to landscape devel opments,
utility systems, streets and sdewaks, parking lots, drainage systems and livestock
fendng.

Fixed equipment are those items ingtdled as part of congtruction thet is attached to a
building or facility. Fixed equipment includes, but is not limited to cabinets, fume hoods
and mechanical equipmert.

Furnishings are items that are not attached to the building or facility and support generd
office, classroom, conference room, and library functions. Furnishingsinclude, but are
not limited to desks, tables, filing cabinets, credenzas, chairs and bookcases.

Movegble equipment isitems that are not attached to the building or facility, that support
specific functions and is often of a scientific or technica nature. Moveable equipment
includes, but is not limited to, computers, printers, cameras, forklifts, microscopes,
recorders and andyzers.
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Acquidtion of capital equipment
Capital equipment is defined as fixed or movesble tangible assets, which support
operationa activities, provide benefits for aminimum of at least 8 years and have avaue
of at least $500.00 per unit.

Equipment may dso include the origina contract or invoice price, freight in, import

duties, handling and storage, specific in trangt insurance charges, cost of Site preparation
ingtdlation charges, charges for testing and preparation of use and costs of reconditioning
used items when purchased. Maintenance agreements, which are purchased as part of the
origina acquisition, are appropriate cogts in this category.

Computer Components
Excluson of dl “after thefact” purchasing of interna computer components.

Specid note: Interna computer components purchased at the same time and as part of
the origind computer system do qualify for HEAF funds.

Specid Exception: The upgrade/addition of interna computer components for existing
computer labs shall be consdered on an individua basis.

Purchase of library books and library materials
The purchase of library books and library materids for permanent retention is only
dlowed for purchases if these purchases will be located in the James Gee Library. The
purchase of periodicals, publications or subscriptions by individua departments does not
qudify.

Specific Exclusions
Higher Education Assstance Funds may not be used for maintenance, minor repairs or

operating expenses.

Higher Education Assstance Funds may not be used for the purpose of constructing,
equipping, repairing or rehabilitating buildings or other permanent improvements thet are
to be used for sudent housing, intercollegiate athletics or auxiliary enterprises.

Higher Education Assistance Funds may not be used as partid payment for the
acquisition of capital equipment to be used for both educationd and generd and auxiliary
purposes that are independent of congtructing and equipping buildings or other permanent
improvements, maor repair and rehabilitation of buildings or other permanent
improvements.
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State of Texas*HUB Utilization Goals (% Dollars Spent)

Each gate agency is required to make "good faith effort” to assst HUBs in receiving a
portion of the total contract dollars which that agency expectsto award in afisca year in
accordance with the Generd Services Commission (GSC) percentage (%) gods.

GSC Category Per centage (%)
Heavy Congtruction 11.9%
Building Congtruction, (Generd 26.1%
ContractyBuilding Contracts)
Specia Trades 57.2%
Professona Services Contracts 20.0%
Other Services Contracts 33.0%
Commodities Contracts 12.6%

*Promugulated by the State of Texas Genera Services Commission (GSC)
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Training and Certification

In accordance with Texas Government Code, Title 10, Subtitle D, Section 2155.078, the
Generd Services Commission will administer a system of training, continuing education
and certification for state agency personnel. There will be three levds of training and two
levels of certification

The Procurement Training Program

The 75th Legidature mandated that al state agency and univerdty purchasing personnd
are to be trained and certified to the extent required by the Genera Service Commisson.
GSC'sgod isto exceed the statutory requirements and provide our state with the best and
most qudified purchasing professonas available. We are doing this by offering a series

of public purchasing courses and certification testing tallor-made for Texas. Each course
has been deve oped with the assistance of anationally recognized professiona

purchasing association. In addition, dl the ingtructors have extensve experience in public
purchasing and ingdructing. The certification tests will be approved by aboard of Texas
purchasers actualy doing the work in the field.

Who Should Attend

All state employees pur chasing on behalf of their agency arerequired to attend.
Other state employees may attend. In addition to State agencies, employees of palitica
subdivisons and other government entities may attend. Examplesinclude school didtricts,
police & fire departments, city and county governments, and community colleges.
Entities participating in the General Services Commission's cooperative purchasing
program for term contracts are especialy encouraged to attend.

The Training and Certification Program
The program contains three levels of training and two levels of certification.

Level One (Texas Basic Public Purchasing) - Thisisan entry level survey course of the
principles of public purchasing used in Texas. The objectives of the course are:

To acquaint the sudent with the basic rules of procurement in the public sector.
To explore the changing nature and role of public purchasing.

To hdp the student understand their legd, regulatory and ethica considerations.
To identify the basics of gpecification devel opment.

To acquaint the student with current Texas purchasing policies and procedures.

The focus of this course is on principals and concepts rather than on the step-by-step
procedures. It isa2-1/2 day course (approx. 20 hours).
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Leve Two (Texas Advanced Public Purchasing) - Leve two isamorein-depth look at
the purchasing techniques and concepts introduced in Basic Public Purchasing. The
objectives of the course are:

To improve the sudent's specification writing,

To define the different types of contracts and their uses,

To increase the student's understanding of how to develop Invitations for Bids (IFB),
Requests for Proposals (RFP), and

Statements of Work,

To identify key respongbilities in contract administration,

To explore basic negotiation techniques,

To understand elements of purchasing leadership.

Thisisa2-1/2 day course (approx. 20 hours). Prerequidte - Leve oneis strongly
recommended.

Level Three (CNC) - Thisconsds of three individud one-day courses (gpproximately 8
hours each) offered back-to-back. The courses are:

Contract Administration
Negotiation Skills
Codgt & Price Andysis

A student may take dl three courses together or take them individudly at separate times.
Prerequisite - Levels one and two are strongly recommended.

Certifications

Levd One Cetification - Thefirst leve isthe Certified Texas Public Purchaser
(CTPP). It requires one year of experience and successful completion of awritten
test. To be digible to take the certification test, a person must have completed both
the Texas Basic and Texas Advanced Public Purchasing.

Leve Two Certification - The second leve certification is the Certified Texas
Procurement Manager (CTPM). In addition to awritten test, an ora examination will
be required. To be digible to take the certification test, a person must have three
years experience and have completed the following courses. Texas Basic Public
Purchasing, Texas Advanced Public Purchasing, Contract Adminigtration,
Negatiation Skills, and Cost & Price Andlysis. Note: A short, optiond refresher
course will be offered before each certification test.

All state agency and indtitutions of higher education purchasing employees must be
trained and certified by November 30, 2001 to continue purchasing on behdf of the sate
of Texas. Purchasng saff has been identified in accordance with the individua agency's
procurement plan which was due November 30, 1998. The only exceptions are medica
and dentdl unitsto which Section 51.9335, of the Education Code applies.
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Maintaining Certification
Certified individuals must obtain 24 hours of continuing education per cdendar year to
maintain ther certification.

Classes and Registration
Current classes are listed on the Internet at

http://www.gsc.state.tx.us/'stpurch/trn-cart.html#basic

Forms are available on the Internet at:

http://www.gsc.state.tx.us/stpurch/trn-form.html

For additiona information contact the Training and Communications Section of the GSC
Central Procurement Division at (512) 463-3484.

L egal Source: Texas Government Code, Title 10, Subtitle D, Chapter 2155.078
I nternet Sour ces:

http://www.gsc.state.tx.us'stpurch/trn-cert.ntml#basic
http://www.gsc.state.tx.us/trn-form.html
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Texas A& M University-Commerce Travel Procedures

Department Heads should plan the travel of al employees under their authority so asto
achieve maximum economy and efficiency. All gpplications must be gpproved prior to
the day of the trip before the state will pay for reimbursement of thetrip. Trave
expenses may be reimbursed only where the purposes of travel performed are clearly for
the conduct of the State's officid business and in compliance with the legd

respongibilities of this agency.
For Printing of the following forms see appendix 6:

Travel Voucher

Prospective Employee Information

Travel Advance Request

Travel to Washington D.C.

Contract Travel Vendor Exception Certification
Transportation Request

Texas Hotd Occupancy Tax Exemption Certificate

Foreign Travel
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TRAVEL APPLICATION

A trave gpplication should be submitted two weeks prior to the trip. The gpplicationis
only an estimate of the expenses the traveler will clam on their travel voucher.

Requirementsfor Completing and Processing Travel Applications:

Name and Socia Security Number - A separate gpplication needs to be filed for each
employee traveling.

Beginning date of trip and the date returning to campus.

Purpose of Trip.

Type of Transportation and Estimated Trangportation Cost.

Indicate if the traveler does or does not expect reimbursement for hisher traveling
expenses.

Edimate of Totd Reimbursement.

(Thisamount isthe total to be reimbursed to the traveler. If aUniversity vehicleis
used, thisamount is not included in the estimate of total reimbursement).

The Account Name and Account Number

(In order to maintain accurate records, a sequentia user reference number should be
added to the account number. Example: 123400-00000-1001. The estimated amount
of the reimbursement will be encumbered (reserved) using this number. A different
sequentid user reference number should be used for each application filed under any
account number. The "1001" represents the first gpplication filed for the fiscal yesr).
Suggestions made for missed classes should be recorded.

Travder'sorigind sgnatureis required.

Approva sgnatures must be obtained according to the order indicated on the
goplication.

Once the application has been approved, al copies are mailed to the department and the
origina copy remainsin the Accounts Payable Office.
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RESERVATIONS

The Texas State Directory, updated annudly, should be utilized when making
resarvations for hotd, car, and airline.

Air Fare- Direct payment approval.

After the application is gpproved and reservations are made, the traveler may request
direct payment from their account. The procedureisasfollows

Trangportation Request - A Trangportation Request Form should be completed and
returned to Accounts Payable Office for gpprova of payment for the airline ticket. This
cannot be done until the travel application has been gpproved.

Usng theinternet to book an airline is acceptable if the fare is lower than the contracted
rate(Exceptions #7 or 8). However, contracted fares cannot be booked on the net. Thisis
an airline policy created for the purpose of controlling access to contracted rates.

Booking on theinternet isNOT an alowable exception for not using the contracted
arlineor fare.

Tickets may be picked up a Commerce Travd.
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TRAVEL ADVANCE

Travel Advances are limited to faculty and staff taking a group of students, recruiters, and
persons traveling for an extended period of time. Other travelers should rely on other
funds such as their corporate cards and immediate rembursement. Any questions
concerning corporate cards please contact the Fisca Office.

After recelving the gpproved copy of the application an advance form should be
completed and returned to the Fiscal Office five days prior of request for advance. The
Travel Coordinator handlesthisin the Fisca Office.

The pink copy of the gpplication should be brought to the Fiscal Office upon request of
the advance; however the advance can only be given to the traveler.

A Travd Voucher should be filed and submitted as though the traveler has paid dll
expenses. A Travel Voucher should be filed within 10 working days from return of trip.
When awarrant has been received in the Accounts Payable office, the advance will be
pad. Any differenceswill be taken care of at that time.

Immediate reimbursements are not alowed when an advance was made prior to the trip.
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TRAVEL VOUCHER

A Travel Voucher should be submitted within 10 days of trip completion. The voucher
should be submitted only if an approved gpplication has been returned and after the trip
has been completed.

Requirements for completing and processing a Travel Voucher include:
Title- Thetitle of the traveler.
Sections A & B, M &N should be completed on al vouchers.

Designated Headquarters - The areawithin the city limits of the incorporated areain
which a state employee's place of employment is located.

Dates Covered by the Voucher - Date traveler left headquarters and arrived
headquarters.

Voucher Amount - Total amount to be reimbursed.
Payee |dentification number - Traveler's socid security number.

Pay To - Name of traveler, department, Texas A&M Universty- Commerce, Texas
75429.

(Agency Use) under Pay To - Thetravel number which was assgned to the travel
goplication. (This helpsin processng your voucher)

Expense itemization for in-date travel and out-of-state travel.
Clamant Sgnaure - Travdersorigind sgnatureis required on al copieswhen
submitted for reimbursement.

"Records of Trangportation and Duties Performed” and any other pertinent
information (Section Y). Information required in this section is asfollows

1. The point of origin and the town, place or point of destination of each trip and the
reimbursable mileage traveled between each point, town or place (Section 17).

2. Purpose of the trip and a statement of officid business performed (Section Y)

3. How thistrip benefited the Universty.

4. Itemized taxi fares and cog.
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Per Diem, Medls & Lodging Expenses-in-dtate & out-of state. Information required
inthissection isasfollows

1. Actud date and timethe traveler |eft headquartersis listed on the firgt line of the
column "Leave Headquarters'. Each date at destination islisted consecutively in
this column. Actud date and time the traveler arrives at headquartersislised in
the column "Arrive Headquarters'. Please specify AM or PM.

Lis expenses per day and total.

Lodging and med rate for Texas remains the same $70.00 aday for hotel and
whatever you spend up to $25.00 a day for medls.

wn

Receipt requirements:

Airline & rentd car receipt required.

Lodging receipt required.

Medl receipts are not required.

Taxi receipts are not required if taxi fares are itemized on the back of voucher per
trip and cost. Example: Taxi from airport to hotel $6.00.

Parking receipts are not required if stated where parked on voucher. Example:
Airport parking, Hotel Parking.

Regigtration receipt required.

A complete exception form should be included if contracted hotels, rentd car,
arlines, or airfare was not used.

8. Oneorigind and one copy. (When using two or more account numbers, provide
one origind and a copy of the voucher for each account number plus copies of
receipts for each account number).

AWM P

o

N o

The traveler mugt initid any correction made to a voucher

When driving out-of-gtate, the voucher must sate the reimbursement that the
employee would have received had the employee flown, which is equd to the average
couch airfare plus the expenses necessary to complete the flight.
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IMMEDIATE REIMBURSEMENT

A Traveer may dam immediate rembursement for histravel expenses upon return of
histrip.

In order to file for immediate reimbursement, the voucher must be $50 or more and must
be paid from a state account. Travel from loca accounts and restricted funds must be
processed through normal procedures.

A Travel Voucher should be filed within 10 working days after return from the trip. The
voucher should be hand carried to the Accounts Payable Office for request of immediate
reimbursement.
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PAYMENT OF VOUCHER

When avoucher is processed and payment is made the warrant or check will be given to
Cashiersfor digribution. An email will be sent to notify the individua when the check is
avaladle.

If you have any questions concerning the Travel Procedures please contact the Travel
Office at 886-5048.
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PROSPECTIVE EMPLOYEE INFORMATION

1. Complete the prospective employee information form that is attached, and return it to the Fisca
Office.

2. Conault the Texas State Travel Directory for contracted airfare, hotels, and renta car. The same
guidelines should be followed as with an employee of the Universty.

3. If the University isto pay the airline ticket, the department must complete the following:

a. Depatmental Requidition including the prospective's name, address, socia security number,
and department conducting interview.

b. Transportation Request following the guidelines specified in the travel packet.

4. Progpective employees should pay for dl travel (including hotd and meals) following the same
procedures as an employee of the state. Department personne may not be reimbursed for med
expenditures related to a prospective employee.

5. After travel iscomplete, a Travel Voucher should be filed using the same procedures as a
Universty employee.
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TRAVEL ADVANCE INFORMATION

Trave advances should be limited to extensive trips, or person taking
sudents with them.

An goproved Travd Application should be on filein the Fiscd Office.

When students are traveling with you, an gpplication for yoursdf with money
encumbered to cover your expenses, plus expenses for the students.

A ligt with the student’ s name & socia security number should be attached
to the application.

Five days prior to the trip, submit a Travel Advance Form.
Thisisaloan; avoucher should be submitted immediately upon return from your trip.
Completing the voucher:

A. Receipts are required for everything except food.

B. Students follow the same guideines for rembursement as employees.

C. Expenses on the back of the voucher should be itemized per day.

D. The voucher should not reflect you received an advance.

E. Advance money not utilized on the trip, should be returned to the travel office,
to be deposited into the travel advance account.

F. Should your reimbursable expenses be more, a difference check will be issued.
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WASHINGTON D.C. TRAVEL

THE TEXASOFFICE OF STATE-FEDERAL RELATIONS

P.O. Box 13005
Audtin, Texas 78711
(512) 463-1803
Fax (512) 463-1984

122 C STREET, N.W., SUTE 200
WASHINGTON, D.C. 20001
(202) 638-3927

FAX (202) 628-1943

September 25, 1995

To.  Agency Heads
Trave Coordinators

From: Roy Coffee, Director, Austin Office

Re: Travel Naotification Procedures

Pursuant to House Bill 1, Seventy Fourth regular legidative sesson, Sate agency personnel are
required to inform the Office of State- Federd Relaions of any travel to Washington D.C. Below
please find the Article X1 rider, adescription of the legidative intent and the ingtructions to comply
with the rider.

H.B.1, Article XI, Section 53. Expenditures for State- Federal Relaions

None of the funds appropriated in this Act may be sent by a state agency to carry on functions for
which funds have been appropriated to the Office of State-Federal Relations to perform except when
an interagency contract has been executed between the Office of State- Federal Relations and the state
agency. Prior to travel to Washington D.C. dtate agency personnd shdl inform the Office of State-
Federd Relations regarding the timing of the trip, its purpose, and the name of a contact person for
additiona information

L egidative Intent

Members of the Texas Legidature expressed concern that state agency personnd other than OSFR
personnel were traveling to Washington D.C, frequently, but were not coordinating their activities with
OSFR. The members expressed concern about the lack of coordination as well asthe cogt to the Sate
of frequent trips between Ausgtin and D.C. The language added to this rider is an attempt to enhance
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coordination and to create a centraized log of agency travel to Washington D. C. for legidative review
during the next appropriations cycle.

I nstructions

Compliance with this rider should be as smple as possible. Thisrider requires state agency to provide
OSFR with information only. A report on state agency travel will be presented to the members of the
legidature for each fiscd year. Attached isthe notification form that state agency personnel should
submit prior to travel to Washington D.C. Pleasefill it out as completely as possible.

Specid indructions, If the trip involves congressond testimony, congressond vidts (includes vidts
with congressona or committee Staff) or agency vigts (meetings with representatives or officids of
federal agencies), please include particulars on the form. OSFR needs to know which committee,
congressman, or agency isinvolved and the subject of the meetings or testimony. Travel for purposes
of research, training, or classes should be listed as "Other." If in doubt, Smply attach a copy of your
agency's travel/gpprova request form.

Send interagency to:

The Texas Office of State- Federd Relations Attn: Travel Recorder
Attn: Travel Records

313 Lorenzo de Zavda Stare Archives & Library Building

Audtin, TX 78701 INTERAGENCY MAIL

Or viaU.S. Mall to:

The Texas Office of State-Federd Relations
Attn: Travel Recorder

P.O. Box 13005

Audtin, TX 78711

Or viafax to: Travel Recorder (512) 463-1984

Notification of travel to Washington D.C. should be received by OSFR Seven daysin advance of
departure. If circumstances prevent this please notify OSFR as soon as possible with areasonable
explanation. OSFR will not send verification of receipt of agency travel notification. However, before
the end- of-year report is released to the legidature, each agency will be given the opportunity to verify
the information in the report is correct.

OSFR will maintain a centrdized log of dl travel notifications. Copies of the travel log will be
available to sate agencies at the end of each fiscd year. Agencies interested in obtaining a copy of the
log should contact the "OSFR Travel Recorder” at (512) 463-1803.
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Texas A & M University-Commerce

Governor’sPolicy on Foreign Travel

Pursuant to Section 9-5.1(h), Article IX, General Appropriations Act, the Office of the Governor has
adopted the following policy for expending appropriated funds for travel to foreign countries, other
than Canada and Mexico, by state employees on officid state business.

1

All foreign travel, other than Canada and Mexico, must have prior written approva of the chief
adminigtrator of a state agency as provided in Section 66.024 of the Government Code.
Additionaly, al foreign travel by state employees on state business, paid for with sate funds, must
be approved by the Governor’s Office in advance of thetravel. For purposes of this approval
process, travel to any territory of the U.S. is not considered foreign travel.

Approva should be requested on the attached form, which must be completed in full and provided
to the Governor’ s Office of Budget and Planning. Every effort should be made to submit a request
for approva at least 30 days prior to the date of the employee’ s departure.

Foreign travel by any state employee on state business must benefit the State of Texas.

The chief adminidrator of each state agency and indtitution should disseminate this policy to dl
employees of that agency or inditution.

The U.S. Department of State may issue travel advisories warning againgt or restricting travel by a
U.S. citizen to specific nations. Should a person request gpprova to travel under atravel advisory,
the person must include a Signed statement indicating that the person is aware of the travel
advisory and potentid risks associated with the trave to the nation under the advisory.

Approved travel requests must be re-gpproved if the departure or return date changes by more than
168 hours, or id expenses increase by more than 10 percent.

Any questions regarding this policy, or the use and completion of the request form, should be
addressed to the assigned budget analyst for the agency or ingtitution, Forms should be mailed or
addressed to the assgned budget analyst for the agency or ingtitution. Forms should be mailed or
faxed to:

Governor’s Office of Budget and Planning
P.O. Box 12428
Austin, TX 78701
Phone: (512)463-1778
Fax:  (512)463-1880
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