Business Office Services Survey
Please complete this form in preparation for negotiations with the College of Medicine Business Office for services to be provided

Purchase Order Processing ( Y ) ( N )
1) Create Requisition, track progress and consult with Purchasing and Financial Services (or other appropriate central department) to resolve discrepancies

2) Review PO Request form to ensure compliance with USF policies and procedures
3) Purchase order issued and tracked through completion
Receiving & Invoice Processing ( Y ) ( N )
1) Receipt creation in the FAST system.
2) Invoice submittal to Accounts Payables and track progress of payment
*** Department sends originals to Business Office (BO)

State Ledgers Reconciliations ( Y ) ( N )
1) Monthly chartfield/account ledgers reconciliations from the various University and Direct Support Organizations financial systems to the source documents. 

2) Maintain supporting documents and prepare financial statements/reports for administration
*** Department sends originals to Business Office (BO)

Auxiliary Account Reconciliations ( Y ) ( N )
1) Record keeping of all revenue and expenses posted to the account via a shadow system
2) Invoice various departments or organizations for product or services rendered

3) Monthly chartfield/account ledgers reconciliations from the various University financial systems to the source documents. 

4) Maintain supporting documents and prepare financial statements/reports for administration

Sponsored Award Reconciliation ( Y ) ( N )
1) Record keeping of all revenue and expenses posted to the account via a shadow system

2) Monthly chartfield/account ledgers reconciliations from the various University and Direct Support Organizations financial systems to the source documents. 

3) Maintain supporting documents and prepare financial statements/reports for administration
4) Cost Accounting Standard (CAS) Monitoring

5) Other​​​​​​​​​​​​​​____________________________________

Foundation Accounts Reconciliations ( Y ) ( N )
1) Record keeping of all revenue and expenses posted to the account via a shadow system

2) Weekly fund reconciliations from BANNER to the source documents. 

3) Maintain supporting documents and prepare financial statements/reports for administration

Foundation Check Requests & Reimbursements ( Y ) ( N )
1) Review Foundation Check Requests and Travel Reimbursements for available funding, required documentation and that the requests comply with policy.

2) Check requests are logged in a spreadsheet and tracked for until payment has been issued

3) Reconciliation of Foundation  transactions tracking all deposits and expenses

Pcard Reconciliation ( Y ) ( N )
1) Reconciliation of USF Procurement Card transactions and ensuring compliance with the policy of the Procurement Card program and funding source. 

2) Prepare monthly statements and submittal to Pcard Compliance

Budget Transfers ( Y ) ( N )
1) The preparation and submission of budgetary dollars post official budget submittal
Expenditure Projections ( Y ) ( N )
1) Salary projections to ensure to help prevent budgetary deficits (if appropriate) and maintain proper spending authority.
2) Non - Salary projections to ensure to help prevent budgetary deficits (if appropriate) and maintain proper spending authority

Retroactive Expenditure Transfers ( Y ) ( N )
1) Preparation of the required Retroactive Expenditure Transfer forms to correct payroll expenses
2) Submittal and tracking of these forms to ensure posting accuracy

Journal Entry Transfers ( Y ) ( N )
1) Preparation of the required Journal Entry Transfer forms to correct non-payroll expenses

2) Submittal and tracking of these forms to ensure posting accuracy
General Assistance ( Y ) ( N )
1) The answering of questions and providing assistance with Financial & Procedural Questions, Travel, Effort, Funding Commitment Updates, Budget Preparation

Based on the responses to this survey and our discussion, the agreed upon rate for services is $_________ per quarter, for the period beginning on _____________ and ending on_______________. At the end of service, a new agreement may be negotiated depending on needs and rate.
Please bill the following Chartfield string(s) on a monthly basis in the amount noted above:

	Operating Unit
	Fund
	Dept ID
	Product
	Initiative
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The department also agrees to provide all original documents to the COM BO, as needed to perform the tasks agreed to. Failure to provide the documents could lead to delays in processing and payment in some cases.

Departmental Signature:  ______________________________
Date______________________
COM Business Office Signature: _________________________
Date______________________
***** This agreement is based on an estimation of effort/rate and may be adjusted upon agreement of both parties
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