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Assets or goods purchased by the University or any services obtained must be requested, authorized, received,
and paid for in accordance with the University’s policies and procedures. The policies and procedures regarding
the disbursement forms identified herein are applicable to all University funds including grants, contracts, and
other funds for which LIU is administratively responsible.

The following procedures govern compliance with the University’s Disbursements policy:
Purchase Requisitions

University policy requires all requests for University expenditures, subject to the exceptions listed below, to be
completed by purchase requisition, utilizing the PeopleSoft e-requisitioning module, in accordance with polices
set forth by the Sourcing and Procurement Services. The purchase requisition is the mechanism that precedes
the issuance of a purchase order to an external vendor for procurement of material, supplies, equipment or
services.

Policies, protocols, forms and templates can be located at: https://liu.edu/About-LIU/Administrative-
Departments/Procurement

In accordance with University policy, the disbursement types listed below also require an approved purchase
requisition:

Hospitals, health services, ambulance and related services below $5k and not

Medical Care Providers . R
contracted with University.

All moving and relocation services provided by 3rd parties and billed directly to the

Pre-Moving, Moving and Relocation Services . . .
University, pursuant to an HR approved contractual condition of employment.

Fines and Violations All fines and violations levied to the University.

Entry Fees Entry fees for athletics and other events and competitions.

University print and on-line marketing, advertising, and ad placements, as well as

Marketing, Advertising, Ad Pl ts, and S| hi o . .
arketing, Advertising, lacements, and Sponsorships sponsirships for third-party parties.

Expenses for posting LIU job openings on-line and in print with external agencies (e.g.,

Employment Job Postings and On-Line Searches
ploy ing ! i Indeed.com; Chronicle for Higher Educations, etc.).

All non-employee specific dues, subscriptions, licenses (include software and systems
Dues, Subscriptions, Licenses, Permits maintenance) and permits. Employee specific items require completion of Business
and Travel Expense Reimbursement Form.

Tilles and Other Theaters- Individual Performers All non-employee performers at Tilles Center and other University theaters

Hotel and conference bookings for employee and student groups comprising 3 rooms

Group Lodging or more.

All Domestic and International professional services provided by an individual or firm.
Excludes all categories not covered elsewhere (e.g., Athletic officials, scorekeepers
speakers, and guest lecturers, and other individuals providing academic and athletics-
related services).

Professional Services < $5,000
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Contracts

University policy requires completion of a contract and approved Contract Approval Check List Page (“CAP
Form”) for disbursements meeting the criteria below:

GUIDELINES FOR CONTRACT APPROVALS: LEVEL I, I, Ill AND IV SIGNATURE AUTHORITY

LEVEL I. REQUIRED CONTRACT APPROVALS LESS THAN $5,000
APPROVAL SEQUENCE FOR
REVIEWERS: 1 2 3 4 5
CHAIRPERSON/ LEGAL
DIRECTOR/ DEAN clo COUNSEL|  PRESIDENT CFO
GOODS/SERVICES/
INSTALLATION/ . na . na .
WARRANTY
CONSULTANTS . na . na o
5 STUDENT
g ACTIVITIES/SPECIAL . na . na .
15 EVENTS
8 MARKETING & PR . na . na .
§ TILLES CENTER . na . na .
e SOFTWARE/
=] na . . na °
IT/IP/LICENSES/WEB
FACILITES/
CONSTRUCTION/
ARCHITECTS/ * na ¢ na *
REAL-ESTATE
LEVEL Il. REQUIRED CONTRACT APPROVALS $5,001-$250,000
APPROVAL SEQUENCE FOR
REVIEWERS: 1 2A 28 3 4 5
CHAIRPERSON/ CHIEF OF LEGAL
DIRECTOR/ DEAN clo ADMIN. V.P. COUNSEL CFO
GOODS/SERVICES/
INSTALLATION/ . na na . . .
WARRANTY
CONSULTANTS 3 na na . . .
5 STUDENT
S ACTIVITIES/SPECIAL . na . . o .
% EVENTS
E MARKETING & PR 0 na na 0 . .
2 TILLES CENTER . na na . . .
E SOETWARE/ . . na . . °
IT/IP/LICENSES/WEB
FACILITES/
CONSTRUCTION/
ARCHITECTS/ e oa * ® * ¢
REAL-ESTATE




LONG ISLAND UNIVERSITY

LEVEL Ill. REQUIRED CONTRACT APPROVALS $250,001 OR GREATER
APPROVAL SEQUENCE FOR
REVIEWERS: 1 2A 28 3 4 5
CHAIRPERSON/ CHIEF OF LEGAL
DIRECTOR/ DEAN clo ADMIN. V.P. COUNSEL cFo
GOODS/SERVICES/
INSTALLATION/ . na na . . .
WARRANTY
CONSULTANTS . na na . . °
5 STUDENT
s ACTIVITIES/SPECIAL . na . . . o
'g EVENTS
: MARKETING & PR . na na . . .
o TILLES CENTER . na na . . .
‘i. SOFTWARE/ N . N . . .
IT/IP/LICENSES/WEB
FACILITES/
CONSTRUCTION/
ARCHITECTS/ na na * * * *
REALESTATE

Disbursements Not Requiring a Purchase Requisition

Given the nature of certain disbursements, the use of a purchase requisition may not be possible or
practicable. In these cases, University policy establishes separate guidelines for disbursements not requiring a
purchase requisition. These exceptions, the disbursement protocols for which are provided further below,
include:

e Business and travel expense reimbursements for employees and non-employees

e Employee advances

Prizes and awards

Research subjects, test patients, and survey participants

Certified sports officials

Refunds

e Guest speakers and lecturers

e (Centralized Finance expenditures disbursed in connection with: wire transfers; petty cash
reimbursements; postage; doctoral loans; attorney fees and settlements; tuition assistance;
garnishments; union dues; benefits disbursements; retirement of debt; banking and investments; taxes
and insurance; bookstore vouchers; corporate card payments; refunds; and related expenditures.

Business and Travel Expense Reimbursements (Employees and Non-Employees)

Employee and non-employee requests for reimbursement of eligible business expenses must be approved in
accordance with University policy and submitted with valid supporting documentation via the Business and
Travel Expense Reimbursement Form. The University will not process reimbursements through any
unapproved mechanisms other than this University-approved Form.

Employee Advances

Employee advances for eligible business expenses must be approved in accordance with University policy and
submitted with valid supporting documentation via the Employee Advance Request Form. The University will
not process employee advances through unapproved mechanisms other than this University-approved Form.
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Prizes and Awards

Requests for prizes and awards for employees and non-employees must be pre-approved in accordance with
University policy and submitted with valid supporting documentation via the Award & Prize Request Form.
The University will not process requests for prizes or awards through any unapproved mechanisms other than
this University-approved Form.

Research Subjects, Test Patients, and Survey Participants

Payments to non-employees participating in research, testing, and surveys require pre-approval in accordance
with University policy and must submitted with valid supporting documentation via the Research Participant
Payment Request Form. The University will not process requests for these services through any unapproved
mechanisms other than this University-approved Form.

Certified Sports Officials

This category includes all NCAA referees and other third-party officiators for University varsity athletic events.
This category excludes scorekeepers, statisticians and other third-parties providing services at varsity athletic
events who are required to be hired as employees for these services. Requests for payments to certified
sports officials in accordance with University policy and must submitted with valid supporting documentation
via the Request for Payment- Certified Sports Official Form. The University will not process requests for these
services through any unapproved mechanisms other than this University-approved Form.

Refunds

This category includes refunds issued to third-parties for goods, services, returns of deposits, etc., and
excludes refunds to students or employees. Requests for refunds in accordance with University policy and
must submitted with valid supporting documentation via the Refund Request Form. The University will not
process requests for refunds through any unapproved mechanisms other than this University-approved Form.

Guest Speakers and Lecturers

The University encourages the use of all lecturers, speakers, and other individuals not employed by the
University to contribute these services at no cost. For situations involving paid services for academic lectures
or event-related services, an approved Request for Guest Speaker/Lecturer Form must be submitted at least
30 days prior to the scheduled event or lecture. Requests for disbursements to Guest Speakers/Lecturers in
accordance with University policy and must submitted with valid supporting documentation via the Request
for Payment- Guest Speaker/Lecturer Form. The University will not process requests for payment through any
unapproved mechanisms other than this University-approved Form.

Grants and Sponsored Projects

All expenditures utilizing federal funds must also adhere to procedures relating to purchasing as established
by the Office of Management and Budget / Code of Federal Regulations.



