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Potsdam College Foundation
Check Request Process

The Potsdam College Foundation does not have check writing or payroll programs. As part of its
service to the campus, PACES provides the check writing process and payroll services.

The following information is provided as a summary of the check request process.

Check request forms are available in the Foundation Office, Raymond Hall 505. The department
chair, department secretary, director, etc. completes the check request form. Completed check
request forms are submitted to the PACES Executive Office, ATTN: Gloria Arno, Merritt Hall 129,
by noon on Friday. Check requests cannot be faxed or emailed. Requests received on Friday will
generate checks the following Tuesday afternoon or Wednesday morning. It is recommended that
if there is a deadline issue for a check request that it be personally delivered, as campus mail may
not deliver before deadline.

Check Request Forms are reviewed by the Foundation Business Manager (Daniel Hayes), for accuracy
and appropriateness; to ensure that supporting documentation has been provided; that “RECEIVED”
has been stamped on the original invoice/receipt.

The Foundation Office will notify you when your check(s) are ready for disbursement. The
requestor, or someone designated by the requestor, must sign for checks in the Foundation
Office, Raymond Hall 505. Please see Kathryn Durkee for assistance.

For inquiries related to the processing of check requests, please contact Gloria Arno, x2147 or
Daniel Hayes, x-2148. For inquiries related to the distribution of checks, please contact Kathryn
Durkee, x2872.

In addition, PACES provides monthly detailed reports to the Foundation, as well as, to departments.
A monthly statement of your account can be provided to your department through an email request
to Gloria Arno (arnogc@potsdam.edu).

For instructions on how to fill out a check request form, see p.2
For information relating to supporting documentation, see p.3





COMPLETING A CHECK REQUEST FORM

All information on the Check Request Form must be completed, typewritten is preferred.
NOTE: If supporting documentation is not supplied; if invoices/receipts are not stamped; or if
paperwork is not submitted correctly, the PACES Executive Office reserves the right to return the
unprocessed check request form(s) to the requestor.

The following summarizes the various fields that must be completed on the check request form.

DATE: the date you are preparing the form

DATE REQUIRED: the deadline that you need the funds

APPROVALS/Requested By & Phone #: the name of the requestor/requestors campus phone #

APPROVED BY: signature of the department chair, if different from requestor

1099: check this box, if payment is for consulting fees or services rendered

MAKE CHECK PAYABLE TO: the full name of the payee

ADDRESS: the complete mailing address of the payee

INVOICE NUMBER: if an invoice (not a receipt) is available, there generally is an invoice number
assigned to the expense. For receipts (not invoice), enter “RECEIPT” in this field

INVOICE DATE: the date of the invoice/receipt

DESCRIPTION: list the specific details relating to the expense (ex: Dr Smith, travel reimbursement
for 1/2/11 event in NYC, dinner with Dr Oz)

INVOICE AMOUNT: the amount of the expenditure, for which you have receipts

ACCOUNT NUMBER: enter the foundation account number assigned to your department, in its
entirety (ex: 3137.30.0 or 4182.10.S). The last 3 digits are required. You can assign two different
Foundation account numbers to a check request.

EXPENSE AMOUNT: the amount of the expenditure, for which you have receipts

CHECK #: this field is filled in by the PACES Executive Office

DATE ISSUED: this field is filled in by the PACES Executive Office
TOTAL S: enter the total amount of the expenditures





REQUIRED SUPPORTING DOCUMENTATION

The following documentation is required by the Foundation’s accountants when submitting the
check request form. It is recommended that copies of invoices/receipts, travel expense reports,
etc. also be kept in the requestor’s office, along with the pink copy of the processed Check
Request Form.

*original invoices/receipts must be attached to the check request form

*original invoices/receipts must be either stamped or marked “RECEIVED”
(stamps are available in the Foundation Office or you may use your own)

*for reimbursements relating to travel expenses, a Travel Expense Report must be
completed and attached to the check request form, along with original invoices, receipts,
charge slips, etc.

*Employee/Independent contractor payments, please refer to the Employee/Independent
Contractor Checklist (provided by HR)
Complete the checklist, submit with the completed check request,
Consultant/Service Agreement, W-9 form to the HR office for approval.

If approved, HR will submit the paperwork to the PACES Executive Office.

All forms available through the Campus Resource Page
http://www.potsdam.edu/offices/advancement/upload/Using-Foundation-
Funds.pdf

*Purchase Orders
For instances when a vendor requires a purchase order, complete a Foundation
Purchase Order form
http://www.potsdam.edu/offices/advancement/upload/Using-Foundation-
Funds.pdf and submit to vendor.

When the product is received, the original invoice/receipt must be either stamped
or marked “RECEIVED”.

Submit the invoice/receipt, along with a completed check request to the PACES
Executive Office, Merritt Hall 129, for processing.



http://www.potsdam.edu/offices/advancement/upload/Using-Foundation-Funds.pdf

http://www.potsdam.edu/offices/advancement/upload/Using-Foundation-Funds.pdf




DEPOSITING & SPENDING
FOUNDATION DOLLARS

The Potsdam College Foundation office receipts & disburses all transactions related to
the business of the Foundation and its accounts.

Inquiries are often made regarding policies and procedures for processing payroll,
travel, PACES Dining & College Store invoices and deposits for departments using
Foundation funds. Our external auditors require that departments provide documenta-
tion with check requests (original invoices, shipping & receiving slips, names of guests,
titles of events, dates) and receipts of deposits (copies of checks, documentation
regarding nature of funds being deposited).

The following will clarify these processes and procedures and provide you with
guidelines as you use Foundation funds. These guidelines are intended to protect the
integrity of the requestor, the department, and the Foundation in the receipt and
expenditure of Foundation funds.






Foundation Deposits

Deposits to Foundation accounts will be accepted by the Foundation, Raymond Hall 505.
Personal delivery of cash is required.
Prior to making a deposit, departments should do the following:

Endorse all checks with the appropriate Foundation account number

Complete a Receipt of Deposit form (available in the Foundation office).
Provide a total for the deposit

Provide a statement explaining the nature of the deposit (travel reimbursement, ticket
sales, donation, etc.)

Make two (2) copies of all checks, one to be maintained as a record for the department,
and one to be enclosed with the Receipt of Deposit for the Foundation Office.

When you arrive at the Foundation Office, your deposit will be verified and a receipt will be
provided for you,which you should keep for your records.

Please review your internal ledger to ensure that your records balance with the monthly activity
reports from the Foundation. If you find a discrepancy on the deposits, please call Lisa at x3053.






INDEPENDENT CONTRACTOR OR EMPLOYEE
DEFINITION:

Employee: An employee is an individual who performs services that are subject to the will and control of an
employer - both what must be done and how it must be done.

Independent Contractor: An independent contractor is an individual over whom the employer has the right to
control or direct only the result of the work and not the means and methods of accomplishing the result.

IRS has established a list of 20 commons law factors to assist in determining if the service provide is an employee or
an independent contractor. These factors, which appear in IRS Revenue Ruling 87-41, are intended as guidelines
rather than strict rules. If the proper relationship is unclear after analyzing these factors, the employer-employee
relationship should be established.

20 RULE TEST:

1. An employee is required to comply with instructions about when, where, and how to work. The
employer’s right to instruct, not the exercise of that right, is the key. Instruction may be oral or in written
procedures or manuals.

An independent contractor is hired to provide goods or services and is not instructed in great detail about
how to provide the goods or services.

2. An employee is usually trained by one of the institution’s experienced employees. Training indicates that
the employer wants the services performed in a certain manner.

An independent contractor ordinarily uses his or her own methods, is hired for his or her expertise, and
receives no training from the institution that purchases services.

3. An employee’s services are usually integrated into business operations, generally showing that direction
and control are being exercised. Integration of services into the business operation occurs when the success
or continuation of a business depends to an appreciable degree on the performance of services that are
difficult to separate from the business operation.

An independent contractor’s services can usually stand alone and are not integrated into business
operations.

4. An employee is hired to render services personally. If the employer is interested in who does the job as
well as in getting the job done, it indicates that the employer is concerned about the methods used as well
as the results of services performed.

An independent contractor is hired to provide a service and often the employer does not care who performs
that job.

5. An employee has little control over the hiring, supervising, and payment of assistants. Such action by an
employer generally shows control over people on the job with whom assistants work.

An independent contractor who will hire, supervise, and pay other workers under a contract in which he or
she agrees to provide materials and labor and is responsible for the attainment of a given result.

6. An employee normally has a continuing relationship with the person for whom services are performed.
Services may be continuing even though they are performed at irregular intervals, on a part-time basis,

seasonally, or over a short term.

An independent contractor has a defined relationship that typically ends when the services are completed.





10.

11.

12.

13.

14.

15.

16.

17.

An employee has set hours of work established by the employer, indicative of control. Such a condition
bars the worker from allocating time to other work, which is a right of an independent contractor.

An independent contractor tends to establish time use as a matter of right.

An employee usually devotes full time to the business of the employer. Full time does not necessarily
mean an eight-hour day or a five-day week. It’s meaning varies depending on the intent of the parties.

An independent contractor is free to work when, for whom, and for as many employers as desired.

An employee on the employer’s premises which implies control, especially if the work could be performed
elsewhere. Someone who works in the employer’s place of business is at least physically within the
employer’s direction and supervision. However, performance of work off-site does not, of itself, mean that
no right to control exists.

An independent contractor usually does work that can be completed on or off the employer’s premises.

An employee often must perform services in a prescribed sequence, which shows a level of employer
control. Here, too, the right to set the sequence, not the exercise of that right, is the key.

An independent contractor normally is free to perform services in any manner that produces desired results.
An employee submits or provides regular written or oral reports that indicate employer control.

An independent contractor submits reports as specified by the contract and may provide them in the
broadest of terms and with less frequency than an employee would.

An employee is usually paid for work by the hour, week, or month. The guarantee of a minimum salary or
the granting of a drawing account at stated intervals with no requirement for repayment of the excess over
earnings tends to indicate the existence of an employer-employee relationship.

An independent contractor is customarily paid by the job in a lump sum or on a commission basis.

An employee is reimbursed or paid by the employer for business and traveling expenses, a factor that
indicates control over the worker.

An independent contractor is paid on a job basis and normally has to assume all expenses except those
specified by contract.

An employee usually is furnished by the employer with any tools and materials needed, which is indicative
of employer control over the worker. In some jobs employees customarily use their own hand tools.

An independent contractor supplies the tools and equipment.

An employee normally does not have a significant investment in the facilities used in the job.

An independent contractor often has a significant investment in facilities used in performing services.
Facilities generally include equipment or premises necessary for the work, but not such items as tools,
instruments, and clothing that are provided by employees as a common practice in their trade.

An employee usually does not realize a profit or suffer a loss as a result of the service provided.

An independent contractor is in a position to realize a profit or suffer a loss as a result of services provided.

An employee tends to work exclusively for one employer.





18.

19.

20.

An independent contractor normally works for more than one employer at the same time.

An employee usually does not make services available to the general public.

An independent contractor makes services available to the general public. “Making services available”
may include hanging out a shingle, holding a business license, and having advertising and telephone
directory listings.

An employee is subject to discharge, showing that control is exercised. Limitation of the right to discharge
under a collective bargaining agreement does not detract from the existence of an employer-employee
relationship.

An employee has the right to end the employment relationship at any time without incurring liability.

An independent contractor usually agrees to complete a specific job and is responsible for its satisfactory
completion or is legally obligated to make good for failure to complete the job.






POTSDAM COLLEGE FOUNDATION, INC.

CHECK REQUEST

The State University of New York at Potsdam - -
. Date Date Required Appropriate documenta-
44 Pierrepont Avenue tion must be attached or
Potsdam, New York, 13676 request will be returned
Phone (315) 267-2147
APPROVALS
MAKE CHECK PAYABLE TO Requested by [
(Please ‘ntort <name) Phone #
Name
Approved ’
Address
v Y9 D
INVOICE INVOICE lv INVOICE ACCOUNT EXPENSE
NUMBER DATE v 'CRIPT. N AMOUNT NUMBER AMOUNT
] -
Check # Date Issued Total: $
Keep pink copy for your records; yellow copy will be returned with the check.
PCPS 04.24.08

Checks may be picked up in Raymond 616.






CONSULTANT/SERVICE AGREEMENT
For Individuals
Potsdam College Foundation

You have been accepted as a consultant or service provider for services being funded through
the Potsdam College Foundation. Please complete the blank portions of the following items,
sign the form and return it to your campus contact. It is the responsibility of the campus contact
to provide this form and other pertinent documents requesting payment from the Potsdam
College Foundation Office, Raymond Hall 616, SUNY Potsdam, Potsdam, NY 13676 as soon

as possible.

Name:

Home Address (for IRS Purposes):

Social Security #:

Home Telephone:

Place of Employment:

Professional Title:

Fee:

Brief description of Services:

Materials Attached Should Include: Contractor Signature Dal‘e

WO (W8 if foreign)

Contract Agreement :
Campus Contact Signature Date

Check R t
eck Reques Campus Contact Phone #

*This paperwork will not be processed until completion of your service. A check will be mailed
approximately four weeks after the completion of your service. A completed W-9 must accompany this

form to ensure payment of your fee. RE-IUNE-05




thompsme

Cross-Out






EMPLOYEE/INDEPENDENT CONTRACTOR CLASSIFICATION CHECKLIST
PURPOSE: DIFFERENTIATE EMPLOYEES AND INDEPENDENT CONTRACTORS

DIRECTIONS: Complete Section 1, Section II, Section III (if necessary) and signature block.

L
(Individual’s Name) (Social Security Number)
Department Supervisor
(Name)
II. Multiple Relationships with the College YES NO

A.  Does this individual currently work for the College as an employee?

B.  Isit currently expected that the College will hire this individual as an Employee
immediately following the end of his or her independent contractor/consulting services?

C.  During the 12 months prior to the date on which the independent contractor/consulting services
commenced, did the individual have an official College appointment (including temporary)
and provide the same or similar services?

If the answer is “YES” to any of these three questions, the individual should be classified as an
Employee and paid through Human Resources (267-4816).

If the answer is “NO” to all questions, proceed to the questions in Section III.

III. Classification Guidelines (Complete only one of I1I: A., B., or C., depending on the services performed b y the individual)

A. TEACHER/LECTURER/INSTRUCTOR YES NO
1. Is the individual performing “contractual teaching services” (e.g., one time presentation
of not greater than seven calendar days)? L
2. a. Is the individual teaching a course for which students will NOT receive (Go to #2)
credit toward a College degree?
b. Does the Individual provide the same or similar services to other entities

or the general public as part of a trade or business? - -
If the answer to both questions 2(a) and 2(b) is “YES”, then treat the individual as an independent contractor.
If the answer to either questions 2(a) and 2(b) is “NO”, then go to question #3.
3. In performing instructional duties, will the individual primarily use course materials that
are created or selected by the individual?

Treatas inind.  Treat as an

contractor employee
B. RESEARCHER
Researchers hired to perform services for a College department are presumed to be employees
of the College. If however, the researcher collaborates on research with a particular College
professor or employee, please indicate which of the following relationships is applicable by
placing a check mark in the appropriate blank.

Relationship #1: The individual will perform research for a College professor or employee #1 _ Treatasan
under an arrangement whereby the College professor or employee serves in employee
a supervisory capacity (i.e., the individual will be working under the
direction of the College professor or employee).

Relationship #2: The individual will serve in an advisory or consulting capacity with a College #2 _ Treatasan
professor of employee (i.e., to work out specific research problems of short term independent
duration). contractor

C. INDIVIDUALS NOT COVERED UNER SECTIONS III, A OR B. YES NO

1. Does the individual provide the same or similar services to other entities or to the
general public as part of a trade or business? Treat as an ind. Go To #2
contractor
2. Will the department provide the Individual with specific instructions regarding
performances of the required work rather than rely on the individuals expertise? Treatasan  Goto #3
employee
3. Will the College set the number of hours and/or days of the week that the individual is
required to work rather than rely on the Individuals expertise? Treatas an Treat as
employee  anind.
contractor
SIGNATURE: DATE:

DEPARTMENT CHAIR






Potsdam College Foundation

44 Pierrepont Avenue

Potsdam, NY New York 13676

Purchase Order No.

PURCHASE ORDER —
~— Vendor ~— Ship To/Bill To N
Name Name
Address Address
City St Zip City St Zip
Phone Phone
\_ \_ Y,
Qty Units Description Unit Price TOTAL
SubTotal
Shipping & Handling
Tax Exempt
TOTAL
— Approval
Date:
-

— Notes/Remarks

N







DESTINAT

POTSDAM COLLEGE FOUNDATION TRAVEL EXPENSE REPORT

DEPARTMENT
TRAVELER

ION

DATE OF PREPARATION

DATE

$ $ $

$

S
&

$

&e STATE

TOTAL
CASH

TOTAL
CHARGE

LODGING

BREAKFAST

LUNCH

DINNER

AIRFARE

BUS/TRA

IN

TAXI

AUTO MI

LEAGE

PARKING

TOLLS

TELEPHONE

CONF. REG.

ENTERTAINMENT

TIPS

MISC.

TOTAL

DETAILS OF ENTERTAINMENT EXPENSE

DATE

PERSONS ENTERTAINED

COLLEGE/ORGANIZATION | PLACE ENTERTAINED

CASH RET’D TO FOUNDATION
CASH DUE TRAVELER

CHECK # FOR ADVANCE

PURPOSE OF TRIP:

CASH ADVANCE

LESS CASH EXPENSES

BALANCE

A Foundation check request must accompany this Travel Expense Report.

Receipts must be attached.

TRAVELER’S SIGNATURE

APPROVER’S SIGNATURE

DATE

REV. 6’09







POTSDAM COLLEGE FOUNDATION, INC.
Receipt of Deposit

Please deposit the following funds into Foundation account:

Account Name: Amoun fDepc it
Account Number: OCashy __ |
Deposit Prepared by: Date: / / ~ Thecks

Check One: Tota )Jepos 5

[ Donation

O Reimbursement for travel, overpayme” ., “wryadv e, et

O Miscellaneous income from ticke” -(flesa. . perfor 1Ince1 Ome, participation fees,
membership/*ues, auditior “-=s, etc.

O Othr

Received by: Date:

___Endorsed checks with your foundation account number
___Attached copies of all checks being deposited (please save paper, combine as many checks as possible per sheet)





