ATC Process for Accounting & Finance Branch
Procedures as of November 17, 2014 – subject to revisions
This document outlines the Accounting and Finance Branch* process for the following items:

· Travel

· Registrations

· Payments to District (transportation and substitutes only)

· Food Purchase

· Meeting Space and Direct Bill
*A different process is in place for the Procurement Branch for which Procurement Support (Emy Womack, JoAnn Hibbs, Sandy Poteet) are responsible!
Travel
1. Reimbursement for in-state travel should be submitted by ATC personnel on a monthly basis.  It is the responsibility of the traveler to complete their own travel document and provide all required documentation (MapQuest, hotel receipt, etc) to the ATC secretary.  The secretary will enter TP document in eMARS for principal/instructors and validate but will not submit.  ATC secretary will not enter her/his own TP document but should send signed (secretary, principal) hard copy with required documentation to Regional KY Tech Budget Support (Lisa Mahoney, Dan Luttrell, Sue Neace).  

2. Travel documents for instructors are to be mailed to the Regional KY Tech Budget Support.  They will audit “hard copy” documents for accuracy, ensure required documentation is attached and make “technical” corrections to mileage, meals and other items as needed.  When documentation is missing, paperwork will be returned to traveler with coversheet detailing missing information.  It is the responsibility of the traveler to secure missing information.  Secretary will send paperwork back to Regional KY Tech Budget Support.

3. Travel documents for principals are to be mailed to Kathryn Hunt.  Kathryn will secure supervisor signature and review for required documentation.  If information is missing it is the responsibility of the traveler to secure this information. When information is complete, April Vermillion will submit in eMARS.    
4. Regional KY Tech Budget Support will submit TP documents in eMARS.  When TP documents are submitted and in pending status, submitter will log in “OCTE document tracking log” and take to Aaron Cox in the Accounting & Finance Branch on the 16th floor for approval.    

5. Out-of-State travel voucher will be submitted to Jessica Barnes upon completion of travel on a separate travel voucher.

Registrations

All registrations for ATC employees will be paid by the Accounting & Finance Branch!

1. ATC will send DPR request, with meeting/conference agenda, to Regional Procurement Support (until DPR system is updated all DPRs must be submitted in system by Procurement Support) for submission in DPR system for approval.
2. Upon approval, Procurement Support will send approved DPR to ATC.

3. ATC will send approved DPR with 2nd Time DPR written on top, registration form(s) and meeting agenda to KY Tech Regional Budget Support.

4. KY Tech Regional Budget Support will review, log and take to Aaron Cox in the Accounting & Finance Branch for payment.  KY Tech Budget Support will work with ATC if additional information or corrections are required before documents are logged.
5. DPRs for State and/or Regional CTSO conference registrations will be submitted by Central Office in Frankfort.  State CTSO leads will provide information.  Registrations for ATC employees only, not students!
6. Out-of-State registrations do not require a DPR but must be reflected when Out-of-State request is submitted.  Travelers are prohibited from registering for an event prior to OOS approval.  The Accounting and Finance Branch will notify Charlene Baxter when the OOS is approved and at that time travelers may register online then print final screen or fill out a paper registration form and send all documents to The Accounting and Finance Branch for payment.  Travelers are not to pay their own registrations.
7. Regardless of in-state or out-of-state registration, it is the responsibility of the traveler to ensure registration has been paid.  

Payments to District

1. Approved Blanket DPR may be used for payment to districts for transportation and substitutes.

2. ATC will create and validate appropriate document (PRC, GAX) in eMARS and complete an eMARS Payment Document Cover Sheet.
3. ATC will send to KY Tech Regional Budget Support the eMARS Document Cover Sheet, invoice, approved Blanket DPR with:  2nd Time DPR written on top, district identified as vendor, vendor number, accounting template, fund, object code and amount of eMARS payment.
4. KY Tech Regional Budget Support will review, submit, log and take to Aaron Cox in the Accounting & Finance Branch for payment.  KY Tech Budget Support will work with ATC if additional information or corrections are required before documents are logged.

5. Specific information will be provided to ATCs OCTE consultants if Central Office in Frankfort is providing funding for specific activities/projects.
Food Purchase

1. ATC will abide by guidelines set forth in the approved “ATC Food Purchase Guidelines”.  
2. Purchase using ProCard should follow ProCard Process (see “ATC Payment Document Process-Electronic”) while purchase made and paid by eMARS document (PRC, GAX) will be sent to KY Tech Regional Budget Support.
3. KY Tech Regional Budget Support will review and submit eMARS document.  When document is submitted and in pending status, submitter will log in “OCTE document tracking log” and take to Aaron Cox in the Accounting & Finance Branch on the 16th floor for approval.  KY Tech Budget Support will work with ATC if additional information or corrections are required before documents are submitted and logged.    

4. Central Office consultant will provide additional information in reference to Program Assessment.

Meeting Space and Direct Bill

In the event an ATC requires Meeting Space and/or Direct Bill they will contact the KY Tech Regional Budget Support for information/direction.  
