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Business Services Policy & Procedures
- QR1201-0R1203, 120001-120004

MCaA 17-2-107

Revalving Bank Account

The Revolving bank accounts are reconciled monthly by a fund accountant.

Dir Banner Accting & Oper approves the reconcillations.

Petty Cash & Change Frend

Petty cash and change funds are reconciled manthly by Business Services wharshy
banner=subsidiary schadule=DA-105 [SABHRS).

Dept head apprave creation/addition to petty cash and change funds.

Internal Audit conducts random caunts of petty cash and change funds.

General Bank Account
Depository Bank Account

Banner activity and balances are recanciied to bank statements on a monthly basis,
The raconciliations are not prepared by a person with the ability to initiate checks.
The banner cash account code is reconciled £o Sabhrs cash account code.

Each department monitors their awn budgats.

Cash on Hand

OFf business hours cash is kept in room behind a door that is double locked [No Alarm).
Authorized persannel oniy have both the vault combination and security codes and all
have had background checks,

Cashiers are required ta bafance receipts to recorded transactions using a cash recap
on a daily basis.

Daily cash reports are generated and kept In a book for future reference by
management in Business Services,

Separation of Dutles - Cash-accountants do not handle eash for departmental deposits
and abatements; only in special circumstances do accountants make depasits or handle
cash.

Secuelity people transport Daily deposits in a locked bag to the bank and bring back cash
and deposit slips.
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CASH EQUIVALENT —STIP, GICS & Other Trustee Invastments

STIP assetis reconciled to Board of Investment Statements an a monthly basis
5TIP transactions zre initiated by Dir Banner Accting & Oper wha is authorized by
management to transact business on behalf of Montzna Tach with the 8oard of
Investments. )

A report Is available daily far cash and STIP balances by fund type and is used to
maintain balances.

Market values af investments held are provided by Board of Investments.

STIP transactions are reviewed by Dir Banner Accting & Oper.

STIP transacilans are initiated through email by Dir Banner Accting & Oper in Business
Services

Contreller prepares a monthiy reconciliation of GICS and Trustee investment
staterments to BANNER,

Investments

525.3 Mil.

Yes

Investments including those hatd by 37 parties are reconciled to Banner on an annual
basis. A mark-to-market computation is prepared in accordance with GAAP, (UMM}
tnvestment instruments administared by the Montana Board of Investments are
reconciled by Dir Banner Accting & Oper to the Board of tnvestments generated
statements on a monthly basis,

Investmant instruments administared by the Montana Board of Investments are
marked to Market every fiscal year.

A fund accountant is preparing a mark-to-market valuation en a monthly basis to
monitor asset values. .

Accaunts
Receivahle

53.4 Mil.

Yes

BOR Weh

Business Services Server

Update authority to reference data tables for term codes (semesters), tuition and fes
tables and transacticn codes are restricted to Dir Banner Accting & Oper and
designatet] accountant in Business Servicas

Review process in place performead by the parties above which verifias Board of Regent
approved feas against the final Bannar AR reference data tables.

Fees assoclated with individual courses or non state-supported courses are maintained
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by various Registrars offices (UM, COT, Continuing Ed). Exception reports and data
entry reports are run periodically and most Importantly prior to each semester’s mass
assessment to verify completeness and accuracy.

Procedural and/or reference data setup dlarifications of BOR approved fees are
submitted to Controller and Vice Chancellor of Administration and Finance for review
and approvel,

Billing production calendars are defined and published each calendar year. Calendars
are reviewed and appravad by a group of Banner data owners with final review and
approval by area manager in Business Services and Registrars Office.

A/R billing production activities are coordinated daily by the Banner A/R Systems and
Operations staff and reviewed by the area manager.

Accaunts Receivable reports are generated by the system and used for a 3-way
reconciliation of the daily AR datz (Banner A/R feed totals —to Banner A/R module —to
Banner Finance moduile) is performed daily with appropriate supparting
dacumentatian.

Accounts Recelvable from subsidiary systems {parking, housing, and dining) are entered
and/or fed into the central system on a dally basis to ensure timely billing of accounts,
Authority to post biling adjustments to accaunts is centralized with the staff of Student
Account Services and deslgnated central office staff. Backup notes and documentation
for adjustments is maintainad onlinz and in hard caopy at each autharized office.

Grants
Receivable

52.5 Mil.

Yesg

A-21 — Cost Principles for Educational
Institutiansg

A-110— Uniform Administrative
Requirements for Grants &
Agreements with Institutions
of Higher Eduration,
Hospitals & Other Non-profit
Organizatians

The funding agency is billed based an the agencies schedule. If no schedule provided it
is billed monthly. Revenue is recognized on a cash basis. JV's are completad at year
end to recognize revenue. Detalled documents supparting the JV are retained in the
grant file.

Manth end ledgers are run each month. Reconciliations are prepared by a fund
accauntant to ensure campliance with applicable rutes and regulations.

o Subcantractor invoice must meet University requirements. Principal
Investigator approves invoice pricr to payment.
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* |nvoices/Financial reports specified by each agency are prepared and submitted, A
copy of the invaice is retained in the grant file.

* A Quarterly reviaw is performed by the Director of Sponsored Programs and Grant
Accounting to idensify delinguent accounts and to determine appropriate action.
s Ifthe A/Rinvolves disputes, the ORSP Director and/or the VP for R & D may get
invalved
o Special terms may be negotiated
o The A/R may be written off to the Fixed Price Clearing Account ar ta IDC's. The
write off is always approved by alevel higher than a budget analyst.
o Resolution document is kept in the grants file
®  Acash review is performed at least once a month to identify grants with negative cash
amaunts. Follow up is done by the Dir. Sprsrd Prag & Grant Acct.

Due Fram
Federal
Government

57.8 Mil,

Yes

Research Administration Server

The grant portion of restricted funds is required to have a zero fund balance at fiscal year
end. An entry needs to be made to make the revenue equal expenditure for every grant.
The entry is broken down inta deferzed revenue and unbilled charges. Deferred revanue is
far any grant that has more revenue than expenses and unbilled charges is for any grant
that has expenditures that have not been paid by funding agency. To determine these two
pieces, a fund halance report is run to determine the difference between revenue and
expense.

Any revenue in excess of expenditures is booked as deferred revenue-2505. Expanses
greater than revenue are hooked in thraz accounts:

o 1302 Due from Federal Gavernment

o 1306 Due from Other Agencies

These entries are beoked on reversing dacuments so they will revarse
autpmatically in the new fiscal year.

Loans To
Students

511.2 Mil.

Yes

PERKINS

Majority of Loans to Students are Federal Perkins & Health Professional Loans to
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Cede of Federzl Regulations Disadvantaged Studsnis. Programs are administered in compliance with federal regulations
Sac 673 B 674 and requirements through the use of the US Department of Education Blue Book, the
hitp://ecfr.gpoaccess.zov/ USDoE Student Financial Aid Handbook. Contract with third party billing service for all lang
Electronic Code of Federal term loan funds to ensure timely billing notifications — includes Federal Parkins, HPLDS and
Regulatians Institutional. Contract with third party collection agencies to ensure maximum callection of
all loans outstanding,
HPLDS
http://www.bhor.hrsa.pov/dsa/sfag/ | Procedures and Process Manuals for both Faderal Joan programs and institutional loan
Student Financial Ald Guidelines programs.
= Monthly Cash Reconciliation performed by Business Services persannel
*  Moanthly Reconclliation of Receivables perfarmed by Businass Sarvices personnel and
Includes disbursements and principal/interest/late charges
»  Quarterly SABHRS/Banner prepared by Business Services personnel
s Quarterly reconciliation of disbursements FAO/Student/Finance preparad by Business
Services
* Quarterly reconciliation of Third-party collection agency activity to BANNER
=  Monthly review of finance income/expense activity reports
»  ‘Weekly review of cash balances and Investments
Capitaf 5263 Mil. Yes X | x| xix|x
Assets

MOM 1-0750.00 - Surplus Property
Management

ARM 2.5.702 Surplus Property
MCA 18-4-226 Surplus Supply

UM Pracedure #150001- #190016 -
Property Management Procedures

Property and Equipment

Purchasing staff or designees perform physical counts of capital assets en s biennial
schedule

Purchasing personnel place a property tag on capital assets meeting capitalization
policy.

Department notifies property management of surplus property. Capital Asset
Accountant then authorizes the dispasal of surplus preperty and coordinates the
disposal/sale of surplus property according to Mems’.

Gains and losses on sale of capital assets are recorded in two separate accounts, Gains
50274 and Losses 62808. At FYE, Capital Asset disposal activity is reconctled ta the gain
and loss accounts

On a monthly basls all expenses in the 63xxx expensa account are reconciled to the
current year capital purchases. UMM also pravides list of activity an in accounts, 63%XXX
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expenses are reviswed to determine if expeaditure should be expensed or capitalized.

s Reconclle quarterly the general ledger accounts to banner fixed assats systam records

= Periodiczlly review the supplies operating expense accounts for transactions greater
than 55000 that may have baen miscoded and should be capital assets

= Require invoice of capital asset purchases for property management records prior to
capitalization

s Systems adminlstration generates the accumulated depreciation at month end for all
assets. Thisls an automated process (UMM}

s Systems administration receives an edit report at completion of automated process.
Edit indicaies those assets not depreciated. Exceptians are corrected by Capital Asset
aceountant at Missoulz campus. (UMM)

«  Monitor the accumulated depreciation throughout the year for large swingsin
amounts. Process is documented in graphic format, UMM

«  Dir Banner Accting & Oper approves the journal vouchers initiated by Capital Asset
accountant

» At FYE, BANNER fixed asset records are recanciled to the general ledger balances

s Capital Asset Footnote is prepared by Controller and reconciled to general ledger

Plant

s Majar construction projects are accounted for in separate funds in coordinatian with
Facility Services. Major construction projects are authorized by BOR. Proper
dacumentation is retained in plant fund accountant files. Documents are signed by
Contraoller.

s Quarterly BANNER/SABHRS reconciliation Is performed by Controller

»  Controller and Facility Services fiscal officer work with project managers ¢o ensure that
project costs are apprapriately accountad for in accerdance with budget autharizatian.
A spreadsheet is updated monthly with infarmation provided by ARE and reconciled to
BANNER

s At FYE, the plant fund accountant prepares a schedule of CWIP activity for the fiscal
year, 64xxx accounts are reviewed periodicaily to verify expanditures are recorded
properly. A reclass entry is prepared to adjust balance sheet CWIP to agree with dwx
analysis. Costs of completed projects are transferred out of CWIP to appropriate capital
asset account code, Plant accountant provides capitalization to the capital asset
accountant who assigns a tag nember according to capital asset palicy. CWIP schedule
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is reviewed by Cantroller.
Surplus Property
*  We receive confirmation from department of intent to surplus praperty.
* Capital Asset accountant Inspects surplus items, and determines value of surplus
property.
* The Capital Asset accountant makes determination of optimum disposal method.
{Methods include competitive sales, destruction, and recycling).
* Surplus capital assets are removed from the accounting records when the assets are no
longer owned by The University of Montana.
*  Accounting transactions are made fallowing UM procedure 190007 and GASS
requiremants for recognizing disposals,
Accounts 515.6 mil.> Yag http://bannersupport.umt.edu/Secur X x| x
Payable 2/Reports/UM3a20Bannar%s20Dacum
* Includes entation/UM2:20 BANNER%20Finance
accrued 223()-
liabllitias Py

#a20AppravingdazlCocuments.odf
htto:/fwww.umt.edu/af/policy/Busin
assServices/CampusUsers/Establishin
29620a% 20New20Vendor.doc

http://www.umt.edu/af/policy/Bu
singssSenvices/CampusUs

ars/Approvals101.doc

http:/fwww.umt.edu/af/poficy/Busin
essServices/CampusUsers/QR1408Inv
oiceDataEntry.doc
http:/fwww.umt.edu/affpolicy/Busin
essServices/MSQIntUsars/VendorMan
ual.doc

http://www.umt.edu/bussrves/files/P

Accounts Payable associate (Colleen} preparas documents far approval. Dhann reviews
each dacument individually and approves them, or disapproves and sends back for
correctipn. Dining services also preparas documents for approval and sends them ta
Assoctate Director of Budget several times a week. Grants and contracts {Joanne) enter
their own documants that Dir. Spnsrd Prog & Grant Acct reviews and approves for
amounts under 35,000.

Dir Banner Accting & Oper generates a weekly AP aging report which is sent to
Accounts Payable associate to research outstanding Invoices and cradit mema’s. AP
aging will typically reveal documents that have been entered but not completed,
Typically will not have a document entered but not completed unless reviewing an
error uncovered during the review of invoices for approval and Associate Directar of
Budget has disappraved a document. AP associate on a pariadic basis will review the
check ragister for vendors that have autstanding credits, and contact those vendors for
a refund where appropriate.

Invoice greater than 55000 require secondary review and approval by AP personnel,
PO’s for invoices over 55000 are issued by Associate Directar of Budget. Based on the
PO #, invoices are sent to Assaciate Director if over 55,000 wha raviews the coding and
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urchasing_Tooikit_699.pdf initials the document. The document is sent to the apprapriate person for processing
{aither Joanne or Colleen}.
= Systems generate a report quarterly of Inv/Cr Memo Awaiting Approval. An AP
associate raviews and contacts each department for invoices older than one week,
= Manthly reconciliation of accounts payable s reviewed and raconciled by Businass
Services perscnnel other than AP,
Accrued $15.6Mi* Yes X | X
Liabilities
* Includes Accrued liabifities cansist of payroll clearing activity, treasury/banking clearing activity, Pro-
:::::l’;“ Card liability transactions and year-end expenditure accruals. Liability accaunt cades are

restricted to central accountants & feed transactians through rule cade security.

Payroll Liabilities

Benefit liability funds are restricted to specific users via system user profile setup.
{umm)

Recencillations between payroll system and general ledger balances performed by
Payroll Accauntant for benefis liabilities. [UMNM)

Net pay & deferred pay liabilities reviewed by Business Services accountant to ensura
automated payroll feeds are reconciling with payments to the Stata. This process is
included In a separate WAW recanciliztion. (UMM}

Banner ta SABHRS quarterly recancifiation. (UMM])

Payroll liabilitles are anly recorded at fiscal year end. Montana Tech request
information from the payroll manager in Missoula that includes positions and pay rates,
and build an accrual file based on that data and the remaining time left in the pay
pericd. AP prepares the upload and requests Document # from Business Services who
keeps a log of JRE document #is. AP uploads the document and gives it to Dir Banner
Accting & Oper for appraval.

Treasury/Banking Clearing Liabilities

Reviewed at fiscal yearend by Dir 8anner Accting & Oper to make sure that balances
have zeroed (as per MOM chapter 2-8100)
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= Banner to SABHRS quarterly reconciliation
Pro-Card Liahilities
* Reviewed monthly by AP Manager
e Sysiem reconciliation of daily US Bank file loads to Banner tables
= Systern review to make sure payment nets liability to zero
«  Procard recelpts are filed by individual cerdholder. At fiscal year end, by Associate
Director of Budget double checks receipts to make sure that they've cieared, and if
thera are recelpts that haven't we accrue the expense.
Year End Expenditure Accrual Liabilitles
* At fiscal year end, AP sends & note out to the campus regarding year end accounts
payable cutoff. AP may receive requests to accrue expenses for certain iterns where it is
not possible to meet the cutoff. Assaciate Directar of Budget will review requests and
accrue 1f appropriate. Additlonally, we have a PO list that is reviewed to see what was
been order v. what's been paid. If there are autstanding PO's on state accaunts, they
will alsa be accrued.
Defarred 513.2 Mil. Yes X | X X
Revenue s Deferred revenue recelved for student fees is pested using a detatl code from the
accounts receivable system. The detail codes ara term based and maintzined by Dir
Ranner Accting & Oper.
s After FYE close Business Services runs detalled reporis to review balances and
reallacate to revenue in the new year,
= Banner to SABHRS quarterly reconciliation
»  Atend of first quarter, Business Services preparas reports ta verify balances have been
reatiocated snd closed to zere
Compensated 5183 Mil. Yes XX
Absences
MOM 2-2240.13 » Compensated absence liability and expense are re-calculated annually at FYE for all
campuses by UMM.
* Autpmated process from the central payroll system using employee leave balancas and
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pay rates stored in the system for calcwated amounts. (UMM)
s Test runs are made to review data for reasanableness by payroll personnel prior to
actual pasting. Edit reports are penerated during the testing phase to idantify
emplayees with a liability greater than $10K and invafid accounting distributions.
{UMM)
»  Accounting distribution tables are raviswed by systems & accounting persannel, with
table update privileges restricted to systems personnel. {UMM)
*  Asscciate Director of Budget reviews the posted transaction for reasonableness.
+ Detail reports are generated for each campus after the transactions have posted.
(M)
Long Term 5140 Mil. Yes 8ond Indentures X | %
Qbligations Board of Regents Policies

» The band debt is reconciled to the DA Davidson-prepared bond debt balances. The
recanciliation is done after each debt payment, and again during fiscal year end
procedures.

*  |nvoices for bond payments are received and reviewad by accountants. Invoices are
comparad to DA Davidson bond documents and agreed for bond payment amount.

*  Long term debt schedules are prepared for inclusion In the Financial Statements. Debt
schedules are reconciled to DA Davidsen schadules by campus, and by bond issuance.

+ Interest expense is recorded at the same time the debt payments are made. Interest
expense is recanciled {o the DA Davidson prepzred debt schedules that include
principle and Interest payments,

»  Inter-cap Joan payments are initiated by the Board of Investments. A reconciliation of
loan balances 1s dane at fiscal year end.

* Loan balances are reconciled to loen amaertization schedules prepared by Board of
Investments,

s Cash advances on band proceeds must be approved by the Controller. A written
requesf Is made {o US Bank and signed by the Controller. Advances are ta cover praject
expendituras In a timely manner to avoid negative balances.

»  Ananalysis is prepared at the time of advance requast by project and expenditure to
identify which projects require funding, and to ensure the project is approved far that
particular bond.

»  Other long term debt payments are made upon receipt of invoice from creditar.

10
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Related Dabt
Restricted for:
Nonexpandable
Endowments
Loans

¢ Roll forward schedulz is broken down by fund type

» Net assets are analyzed to determine appropriate classification on Statement of Net
Assets,

o Additianal supporting schedutes are prepared ta support net asset amounts that
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Invoiced amaount is reconciled to original amortization schedules.
* Dabt balances are reconciled to the general ledger at fiscal year end.
* Controller reviews the debt balances at fiscal year end, and reconciles balances to DA
Davidson-prepared schedules. Controller provides oversight o the bond payments
process.
+  Debt service accounts reviewed at each bond payment date {May & November).
*  MSTA is a Board of Investment loan. MSU calculates the payment amaunt and invoices
U of M.
Due to 510 Mil. X XX
Federal Gov.
GASE 34/35 Lizhility presented in the financial statements is the calculated amaunt due to the federal
government related to student loan programs.
NACUBO Advisary Alart
®  Anentry is recorded at FYE in the general ledger to adjust the Due to Federal
Government to agree with analysis prepared. (UMM posted entry in FY07)
= Schedule is prepared using data from general ledger {Federal Student Lozn Funds).
Faderal Capital Contribution percentage reported in the mast recently filed FISAP
report is applied to general ledger balances ta calculate the due to federal gavernment
amount. {Schedule was prepared by UMM in FY07)
Schedulz is reviewed with Student Loan manager far reasonablenass of calcutated liability.
Net Assats: $194.4 Yes X
Mif.
Invested in Schedule prepared as part of financials statement preparation process to roll forward
Capital Assets, ending net assets reported in prior year to ending balance of net assets reportad in current
net of GASB 34/35 year financial statements.

i1
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Expendable are split between more then cne finzncial statement classification.
Loans o Invested in capital assets, net of related debi is calculated to confarm with
guidance provided in GASB Implementation Guide.
Net asset work papers are reviewed by Controller and Associate Director or Budget.
Statement of
Revenues &
Expenses
Tuition 599.2 Mil. Yes X X X
& Feas Update autharity to detall code table and chart of account table for the appropriate

recording of revenue is restricted to Dir Banner Accting & Oper and the designated
Accountant. Related revenue codes are reviewed and approved by Accaunting staff
Review process in place performed by the parties above which verifies Board of Regent
approved fees against the final detail cada tables.

Tuition and Fees associated with individual courses or non state-supported coursesare
maintained by various Registrars offices (UM, COT, Continuing Ed). Exception reports
and data entry reports are run periodically and most importantly prior to each
semaster’s mass assessment to verify completeness and accuracy. Procedure ls
performed by the Business Services,

Authority te post tuition and fee adjustments to accounts is centralized with the staff of
the Business Services. Backup notes and documentation for adjustments is maintained
anline and in hard copy at each authorized office.

Tuition and Fee revenue reparts are distributed at scheduled times to management for
reviaw.

Title IV funds recanciled monthly ta Dept. of Education records by Accounting $arvices
Banner to SABHRS quarierly reconciliation

12
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Auxiliary 534.4 Mil. Yas XX X
Revenues

Monthly reconciliations are performed by Dir Banner Accting & Oper for the Revalving
account; Griz Card and UC EMS system. Manthly IV preparad by UC to recerd revenue
Is reviewed by fund accountant. Financial Manager reviews reconciliations.

A BANNER/SABHRS reconcifiation is performed by Busingss Services.

Accountants approve transactions from departments that are enterad into Banner.
Fund accountant reviaws transaction for reasonableness, appropriate index code,
account codes and journal type. Department transactions are sent to an approval
gueue where the fund accountant reviews and approves, Tha same process Is
completed for the abatement of expanses.

After FYE and in preparaticn for the Band Audit, trial balances are prepared and
reviewed for auxiliary funds. Tha trizl balances are subjected to analytic review
pracedures.

13
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Update authaority to {ax tables limited to Assaciate Director. {UMM)

Update autharity for rules and validation tables imited to 4 individuals in HRS -
Assaciate Director, Payroll Supervisar, Information Systems Manager, and Accounting
Manager. {UMM)

Policies and procedures reviewad by 4 individuals above in additions to HRS Direcior
and Assoc Director for Employment Services to ensure compliance with varlous
poverning bodies: tnternal Revenue Service, Montana Code Annotated, Dept of Labar,
Montana Operatians Manual, Board of Regents Policies and Procedures, Collective
Bargaining Agreemeants, and University of ivlontana HRS Palicies and Procedures.
(UMM}

Rates of pay are established and approved based on employee classification type -
Board of Regents, MUS Contracts, and Letter of Appointment require appraval by
Campus Executive and Commissioner's Office; classified employee salaries are gaverned
by the MUS Cempensation policies - variances from these establishad amounts must be
approved by Human Services

Rates for employer paid benefits are established by various governing agencies and are
entarad inta the system by Human Services and reviewsd for accuracy by the Payroll
Supervisor. Employers paid benefits are granted to employees based on the employee
class to which they are assigned. Employee class is assigned, reviewad and approved at
the time of hire by the Human Servicas,

Transaction Cycles
- o (B e 1B
Account {g l:; % = =
Balance E/s EE BB |8
Classification Range Disclosure Policy Key Control Activities "
Financial Aid Material X : X X | %
Balance
Dept of Ed Blue Bock or web site s Title IV funds recanciled menthly to Dept. of Education records by Accounting Services.
s  State funds reviewed upon receipt to compare with annual authaorization.
»  Monthly Banner Finance to Financizl Aid reconciliation.
s Monthly review by Financial Ald Departmeant,
» Banner to SABHRS quarterly reconcliliation.
* Annual recanciliation for Federal aid provided in FISAP report prepared by Contraller,
Compensaticn 52012 Yes XX
& Employee Mil.
Benefits
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»  Payments to employees are generated thraugh Banner HR based on the rules and
validations which have been established and tested. Rules and validation tables can
only be updated hy the Assoc Director or Payroll Supervisor. During the processing of
payroll & serlas of edit processes are executed and the results are reviewed far
accuracy. Each edit report Is revigwed by HS.

»  Approved hiring documents are the source far entering employees into the Banner HR
systemn - these documents inctude the amount that will be paid to each emplayee. The
accuracy of hiring amounts is reviewed by the payroll personnel to ensure that the
wage amount s within contractuzlly approved amaunts.

At Montana Tech a Personnel Requisition Approval form (PRA) is filled out by hiring
dept. Hiring documents include PRA, application, resume, and new hire checklist. PRA's
include pasitlon number that correspornds to pay range. Human Services double checks
the amount that new hires get paid on new hira checklist matches PRA and against the
hirlng grid to ensure salary is within range. New hire checklist Is used by the payrol
supervisor to enter new hires intp Banner.

* BOR, MUS, LOA, and Classified Employees all work in budgeted pasitions. The Payrall
System produces a report, ZPR336M, which lists all employees by department, their
budgeted amount, expended amount, encumbered amount and free halance,
Departments check these numbers regularly ta ensure their employeas are being paid
correctly,

Also, Payroll personnal creztes and maintains a position control document at the
beginning of the year. The document has separate tabs for monthly and classified
employees. Every payroll, Human Services persannel sit down and verify what
individuals are paid matches against expacted amounts on positian contral. On pericdic
basis, Assaciate Director of Budget recanciles position contral to actual expenditures
and to budget and makes changes ta budget as necessary. Changes to aciual
{redistributions) are reviewed by Vice Chancellor of Administration and Finance, and by
Bir. Spnsrd Prog & Grant Acct. The redistributions are entered by payroll after the
review.

i5



wionTana 4 €Cn or tNE UNIVarsity or Montana

Inventory of Controls & Actlvitles (Farmal & Informal)
Projected Entity Wide Materiality Level: $2.9 Million; Significant Transactions >= $500 Thousand

Fiscal Year 2008

Lrosswalk to

Transaction Cycles
= |5 3 o by
Account I:: E 5 = =
Balance EfS = 1B |B|E | %
Classification Range | Disclosure Policy Key Contro] Activities 3
=  Student employees are reviewed each pay period by those with autharity at the
campus department level. Student hours are enterad at the campus department level
by authorized perscnnal who can also review the hourly rate of pay for their students
to assure it is correct.
Student hours are entered by Human Services nat at the department leval, Student
timecards are sent to the Finandial Aid office to compare to award, reviewed for
accuracy and approved before submitting to payroil.
= Payroll liabilities are disbursed according ta a set schedule for each deduction. Federal
and State withholding taxes are deposited within one day of each pay day. The depaosit
is made by the Payrall/Senefits Technician with oversight by the Assoc Director. {UMM])
»  Federal and State tax liability returns are reconciled to Banner baseline reparts
including 941s and W-2s either quarterly or annually as applicable. {UMM)
= Payrolf accounting transactions are automatically fed fram the HR system ta the
Finance system. The feed documents are reviewed by systems production staff priar to
processing to verify that document balances and amounts are reasanable (UMM)
Scholarships & 516.4 Mil. Yes X1 X X | %
Fellowships
Schaolarship & Fellowship expenses are identified with specific program cades and account
types.
s Monthly raview by Business Services to determine appropriate coding of costs.
= Awards to studenis processed through Financial Aid madule at request of departments
by the Financlal Aid office
Tuitian discounting is calculated during Financial Statement preparation as specified by the
NACUBO Advisory report 2000-05.
e Data s extracted from the Student AR tables and used to calculate the discount for the
fiscal year. The extracted data is compared to the finance data.
s Adfustmants to revenue and expense are recorded in the BANNER reclass [edger.
{UnMmM)
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*  Ananalytical review performed by someone independent of tha tultion discounting
calculations. {UMM)
*  This process applies to the financial ald and tuition/fee revenue.

Depreciation 515.8 Mil. Yes X

& Amaortization

= Systems administration generates the accumulated depreciation at month end far |
assets. This is an automated process [UMM)

»  Systems administration recelves an edit report at completion of zutomated process.
Edit indicates those assets not depreciatad. Exceptions are corrected by Capital Asset
accountant (UMM)

= Maonitor the accumulated depraciation throughout the vear for large swings in
amounts. Process is dacumented in graphic format. {UMM]

* Year end reconciliatian of accumulated depreciated additions ta the depreciation
expense posted ta the ledger {UMM / MT Tech Cantroller raview)

State 563.5 Mil. Yes XX X

Appropriations

= Commissianers Office generates a monthly allocation of biennial appropriation along
with any special or ona time anly appropriations.

*  Commissioners Office distributes Miilage collections on a periodic basis.

«  Hudget Cffice reconciles monthly and periodic allocations recorded In the genaral
ledger to the Board appraoved schedule

*  The amount received from the Commissioner’s Office is reviewed by Budget Office
persennel for FYE planning.

= Quarterly BANNER/SABHRS recanciliation prepared by Dir Banner Accting & Oper..

Private Gifts $14.7 Mil. Yes X | X X

*  Primary source Is the Tech Foundation and DAA.
*  Reconciliation between Bannar and UM Foundation records twice a year by Grants and
Contracts and Budget Office

» _Analytical review to compare with priar year revenue by Controller.

Investment 58.03 Mil. Yas X | X X
Income *__ Banner investment account codes that relate to Invastment accounts administerad by
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3™ parties are reconciled every fiscal year —Marked to Market
#  Investment instruments administered by the Montana Board of Investmants are
reconciled to the BOI generated statements.
& Investment instruments administered by the Mantana Board of Investmants are
marked to Market every fiscal year.
Mark to Market valuation is conducted monthiy,
lnvestment transaction are initiated by BOl Authorized individuals

Interest $7.4 Mil, Yes X | X
Expense

* Interest expense Is recorded at the sama time the debt payments are made. Intarest
expense is reconciled to the DA Davidson prepared debt schedules that include
principle and interest paymants.

s At FYE and during financlal statement preparation an analytical review comparing prior
year with current year expense.

»  Acalculation of accrued interest Is prepared at FYE for long term obligations. A
spreadsheet of this calculation is retained by accounting personnel, AV is recorded to
reflact the accrued amount,

Capitzl Grants 58.2 Mil. Yes GASB 34 & 35 Xl X% X

& Gifts

» At FYE an entry is racarded to recognize projects that have been funded by the State
{ong range bullding projects. This entry is part of the FYE CWIP entry. The FYE
statement from A&E captures ail the projects that are contributing to The University of
Montana, and is the number that is used for the FYE entry. Cantroller only records only
upan campletion for state portion.
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Balance E/S - |E B |B |
Classification Range Disclosure Policy Key Control Actjvities
Foaptnotes & RSI Yes Applicable GASB statements and Notes to the financial statements conform with genarally accepted accounting

other authorifative guidance

principles. The Controller provides disclosure information requestad of each campus
by UMM.

Notes that contalning financial data are agreed te supporting schadules and agreed to
the face of the financial statements by UMM.

Additlanal analytical procadures include comparison to priar year presentation ang
predictive tests

Component unit data presented In the notes is compiled from audited financia
statements provided by the component units. Each of the respective fourdations is
managed separately from the management of the University of Mantana. In addition,
the financial statements of these entities are audited by independent certified public
accounting firms. The management of each foundation has the responsibility to
establish and maintaln proper internal accounting contras.

The financial statements of The University of Montana including management
discussion and analysls, and the notes to the financial statements are reviewed by
senior management at UM,
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Transaction Cycles
3 o
Actount |§ Lg E F— é
Balance £fs EE 3 g 3
Classification Range Disclosure Policy Key Control Activities "
Student Comallance Federal Financial Ald Regulations *  Programs are administered in compliance with federal regulatians and requirements XX X[ X
Financial Aid thraugh the use of the US Department of Education Blus Baok, the USDoE Student
hiip://ecfr.gpoaccess.gov/ Financial Ald Handboak.
»  Monthly Cash reconciliation for federal student [oan funds
Elactronic Code of Federzl *  Monthly receivables reconciliation for all student loan funds including disbursements
Regulations and principal/interest/late chazges (Campus Partners/Business Sarvices)
» Quarterly review and reconciliation of third-party collection agency activity for all
student loan funds
s Monthly review af income/expense activity reports for afl student loan Funds Weekly
cash balances and Invastment review for all student loan funds
¢ Title IV funds recanciled monthly to Dept. of Education records by Accounting Services
» State funds reviewed upon recalpt to compare with annual authorizatian
+  Manthly Banner Finance to Financial Aid reconciliations
*  Monthly raview by Financial Aid Department
»  Banner ta SABHRS quarterly reconcillation
* Annual recanclliation for Federal aid pravided in FISAP report
Grants & Comallance A-21 - Cost Principles for * Reconciliations X | X X [ X
Contracts Educationat Institutions *  BANNER/SABHRS FYE recanciliation
A-110 - Uniform Administrative s Indirect cost
Reruirements for Grants & »  Grantleave assessment
Agreements with Institutions of = Grant close out review pracess
Higher Education, Hospitals & Gther |,  Raviews
Non-profit Organizations « Reporting
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Procurement NA X X X
s Procurement procedures and related information, including the State Procurement
UM 2303 ABF Website; Bureau Delegation Agreemant, are posted to the Purchasing webpage:
o http://www.umt.edu/bussrves/purchase.htm

%ﬁmmw s Web links to the Procurement sections of the Montana Oparatiens Manual and the
- Administrative Rules of Montana are also on the Purchasing webpage.
MCATitle 18 *  Only authorized campus personnel may enter Requisitions into Bannsr providing

informatian for bids and contracts.
Wit/ dita. cpi.state.mt.us/hllls/mea s Requisitions are only entered into Banner by the Budget Office for requests aver 525K

toc/18 14.htm that are sent to Missoula. Purchase orders are reguired on purchases and are Issued
by the AP office, the grants and contracts office, physical plant, and dining services.

httn:/fwwew umt.edufsi/policy/BusinessService | ®  Proof of receipt is required prior to any inveice payment and indicated by department
&fCampustisers/ContractedSeryicesGuide15000 authorization. AP office reviews dept. signature and cading on Invaice
At * Limited Solicitations are reviewed by Purchasing and a copy of the approval is sent to
htig:/fwnww umt.edufat/noliey/Business Service the requesting department and AP.
H/CampusUsers/ProductSoecsF 1507, doc »  Limited solicitations are reviewad by purchasing, a purchase order is issued by

purchasing and AP sends Invoices to purchasing that reference those PO's for appraval
htter/fwivw umt.edufaf/oolicy/Businessseryice | ®  Legal Counsel reviews RFPs and resulting contracts and pravides input and guidance for
s/Campuslsers/PurchasineQuickRefR158) do contracting. {UMM)
£ s Purchasing manitors and recanciles contracts throughaut the year and at FYE to ensura

contracts and purchase orders are paid and closed.
Staze of MET:;?;&%E?L?L&?:cé’jmau, Purchasing reviews a report annually of all purchases with all vendars to menitor and

’ reconcile averall procurements.

hitp:/fgsd mt.gov!

Pro-Card N/A Chapter 1-300 of MOM Volume 1 *  Pro-Cards are issued to employees. Exceptions to this pelicy exist and are dacumented. X x| X
Employee Travel — To securz a Pro-Card the employee must read the policy and procedures and complete
WWW.DiscoveringMOntana the application located on the last page of the procedures. The application must be

approved by the department account manager; employees’ supervisar; dept dean or
bito://www.umt.edu/af/policy/Busin director. The application is processed by Business Services after review for employment
essServices/CampusUsers/Pro- status and MCC codes. A signed application and card holder agreement are ratained in
CardQR1408.dac AP,
»  Once the card is raceived the employeas must come to business services {if Misscula
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Balance Efs FlE (2 |E |
Classification Rianpe Disclasure Policy Key Control Activities i
http://www.umt.edu/af/policy/Busin campus) to pick up card and go over the cardholder agreement with the Pro-Card
essServicas/CampusUsers/Pro- administrator. identification is required and an AP specialist initials cardhalder
CardiR1406.dog agreement. [f affillated campus, the cards are sent to the account manager to have
thelr cardhclders pick up the cards after they have reviewed the cardholder agreement
htto:/Avwww.umt.edu/af/ poticy/Busin with them,
essServices/CampusUsers/Pro- A daily download is receivad from US Bank which is verified by Systems by use of an
CardQR1406.doc edit report and then feed inta Banner JAAINVT for depariment re-distributicn.
If charges are not re-distributed during the cycle period they will default to Pro-Card
http:/ fwww.umt.edu/sf/policy/Busi default account.
nessSarvices/MSOIntUsers/QRG1407 These charges may anly be [eft in the default until the next cycle end and items that are
Pro-CardPaymentProcessing.doc allowed to go to the default are cansidered & Pro-Card policy violatian. The default
account is balancad monthiy with items over 60 days being transferred to a penalty
http:/ /www.umt.edu/buss rvcs /files/ account. All entries left In the default must ha removed via V. Accounts payable issues
Pro-CardGuidelines.pdf warning letters to individuats not deemed to be in compliance with Pro-card palicies.
Repeated violations resuft In suspending an Individuals ability to use a Pro-card.
£ile:\\J:\Systems\Policie Accounts Payable notifies Associate Director of Budget of entries to be mada via iV to
s § Proceduressioad daily mave amounts out of the default account.
BPCard bank Filie to Pro-Card reparts are monitored by the departments and administzation at randem
banner.doo> throughout the month. Recelpts are scrutinized by Accounts Payable throughout the
month, and by Assoclate Director of Budget during approval process. The default
Business Sarvices Web Site- Pro-Card accaunt is checked on a monthly basis to ensure amounts aren't left in it.
policy and procedures After cycle close, the Pro-Card account Ts balanced by ensuring that the amount the
state pays U5 Bank is the same as the dally entries entered into banner viz US Bank
{US Bank weh site- Remove) feed. This process is performed by an AP specialist, (UMM)
An AP specialist Bi Annuzlly Reviews a sampling of department charges. A formal
review Is perfarmed and a findings letter is issuad to the account manager and the
department head. {UMM)}
Travel NfA Chapter1-300 of MOM Volume 1 Request for Authorization to travel must be completed and authorized before travel. X | x| X
Employee Travel Must be submitted to Accounts Payable if meal per diem is requested in advance.
www. discoverinemontana Travel Expense Report must be submitted within 10 days of the end of travel, ltemized
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receipts must be attached for all expenses incurred an the trip with the exceptien of
htto://www.umt.edu/bussrvcs/files/T MISC under 524.99. This report Is reviewad for campliance with Federsl, Stats and
ravel$20Procedures.doc University policy before being processed for reimbursement to traveler.
An AP specialist keeps a monthly log of non avernight meals and submits to HR far
Business Services Web Travel deduction from paycheck when applicable.
A& F Weh Site Employee Travel
Federal Per Biem Rates
WWW 253, gov
Legal Yes Material transactions relating to litigation are recarded or disclosed in the financiz X
statements as appropriate. (UMM & Administrative raview to make final
determination)
FS Preparation Review attributes to determine If there are changes to the reporting levels for fund X | X X[ X

Process

types, fund codas, account types or account codes. If changes are required, a request
is submitted to systems for entry to the chart element. (UMM}

Run extract of hanner hasefine accounting information, after atiribute changes have
bezen made — this creates a Banner baseline table FGWREPT. (UMM}

Campare data from extract table (FGWREPT} to Banner General Ledgar table by
rurtning trial balances by fund type from each table (UMM}

Create a new reclass table which includes additional fields for fund type, account type
and account type title, This table is a copy of FGRRCLE {This is the Banner baseline
table that records all financial statement adjustments) with the additional fields.
{UMM])

o Compare record count between FGRRCLE and the new table — for FYO4

the count in both tables equal 2,463.

Run query from FGWREPT table for baseline accaunting data and expart to balancing
statement spreadsheet. This warksheet is listed as 123ledg, {UMM)
Run union query to combire baseline accounting data with reclass transactions and
export results to balancing statement spreadsheet. This warksheet is listed as 123gash.
{UMM)
The warksheet titled XXX In the balanciag statement links to 123ledg and 123gasb and
creates columns to compare the baseline data with the adjusted GASB data {unian
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guery result), then calculates the difference between the baseline and adjusted GASB.
There is one set of calumns for each fund type and one set for each campus total.
o tedger column equals the data from FGWREPT {Banner baseling).
o GASH calumn equals the datz from the union of FGWREPT and the new
reclass table.
« Difference column equals reclass transactions. {UMM}

* Create document log of all raclass transactions which lists document number, brief
description of transaction, date entered, accountant and hash total of the transaction,
(UMM}

« Runquery fram new reclass transaction table to list Socument number and all
accounting lines and expart to an excel spreadsheet.

o Sort by document number to compare to the document log.
o Sort by attribute to compare to grand total differences column of XXX
sheat fram the balancing statement.
o Sort by attribute by fund type which can be subtataled to compare
differences columns of XXX sheet by fund type.
«  Sort by campus which can be subtotaled to compare differences columns of XXX
shest by campus. [UMM)

= Reclass IV's are reviewed and approved by the Associate Director or Financial Manager.
{uMm)

«  During the financial statement pracess, there will be several runs of the balancing
staternent to review the progress as reclass entries are entered. If there have been no
attribute changes, the 123ledg query is not re-run, but the 123gash query is run after
reclass entries hava been pasted so we can check the status of the statements. During
that time, we are continually testing and comparing the reclass activity. (UMM)

NOTE: Montana Tech preparss it's own unaudited Financial Statement. The infarmation
in the “internal use staternents” Is used directly and indirectly to prepars and
submit pur annuat detailed aperzating budgets to CHE and ta prepare various
Iinternal and external compliance reports. These statemenis somewhat follow the
old "NACUBQ Funds” reporting standards and tie ta the reconciled State and
College accounting and reporting records. The time spent in doing the continuing
Statement of Net Assets, Statement of Changes in Net Asset Balances, Statement
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of Current Funds Revenues, Expenses and Other Changes adds to the integrity and
credibility of the University of Montana {All Campuses) Financial Statements.
Whare apprapriate, the numbers are amendad to reflect adjustments for such
standard changes as Tultion Discounting and Summer Session when preparing and
submitting such reports as the IPEDS Finance Survey Report.

Information
Systems

A Banner Security Plan was created by various module owners af the Banner system, which
identifies respensibilities and risk assessments for the varigus modules, It lists user profile
classifications with a brief description of the authorized activities. Users arz restricted to
vnly those activities that are associated to their profiles. {UMM)

Karan Hunt within informatien Technology, supervises the team that provides support
far the Banner finance medule,

Security Plan reviewed and updated annually, includas raview of current users and
thedr security prafiles. Copy of updated plan stored on Systems drive. Since this
document s voluminous, a copy can be provided upon request.

Finance system approval queues are in place and maintained by systems security
personnel,

Daily system assurance reports run to verify key accounts are In balance within the
system, i.e, cash, control accounts, etc.

Daily production logs maintained ta monitor key processes and reconcite daily feeds to
the state system

Monthly production logs maintained to monitor menth-end processes

Monthly reports genzrated for campus users

FYE production logs maintzined to monitor and facilitata FYE closing processes

Daily refresh of data warehouse which is used by users fram all campusas to raview
their activity.
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Fiscal Year End

MOM Chapter 2-8100 — Fiscal Year
End Procedures

Work plan generated to identify tasks and responsibilities far each arez of Business Services

o Modify task due dates to coincide with timelines set by the State
according to MOM Chapter 2-8100 (Fiscal Year End Proceduras)

o Madify task ist ta accommadate changes required by the State according
ta the current MOM Chapter 2-8100 {Fiscal Year End Procedures)

o Reviewed by area managers and modified to add ar delete tasks specific
to their area and to determine the person assigned to accomplish each
task

¢ Training pravided to affiliated campuses and departmental personnel

o General overview training for campus department parscnnel

o Specialized training for Business Services and affilistad campuses on key
pracedures

¢ FYE webpage updated on Business Services website
o Campus cutoff schedufas
Pracadure documents
»  Post reminders of key due dates to campus listserv
*  FYE production logs malntained by Systems area to monitor and facilitate FYE clesing
processes reviewed on a daily basis

NOTE: Montana Tech works closely with the UMM personnel on fiscal year end dosing
procedures to be in compliance with State, Federal, and College & University Rules,
Standards, and Regulations. Infarmal and formal year end to da lists are foliowed
in the process.

Post closing documents for accounting inter and intra fund transfers and internal
and external due from{ta)s are maintained and updated ta for Financial Statement
prepsaration,
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