CTS Vendor Payment Check List
Vouchers for CTS payments must include the following items
1. _____
Completed disbursement voucher, signed and dated by the preparer, CTS Card Responsible Person, and Department Head/Business Manager.  Additionally, if an expense is charged to a grant the Principal Investigator (PI) must also sign the disbursement voucher.  http://www.umass.edu/travel/files/Department_Card_Voucher.xls
2. _____
Original or online version of the monthly CTS bank statement, usually dated as of the 21st of each month.  Black out all but the last 4 digits of the card number.  

3. _____
Statement must be reconciled to Original (no photocopies) receipt detail.
4. _____
Organize original receipts, in chronological order by date, attached to an 8.5” by 11” paper when necessary.  
5. _____
Form for Missing Itemized Receipt Documentation Affidavit, if missing a receipt.  http://www.umass.edu/procurement/Procard/Missrcpt.doc
6. _____
Stated business or entertainment purpose, include name of participant(s), and their business relationship with the University, for example candidate search, student, guest speaker, consultant…
CTS Card Responsible Person: 

· CTS Card Security - the proper use and safe guarding of the credit card 
· Receipt documentation – gathering, organizing, reconciling, and forwarding to Accounts Payable
· Monthly statement review, reconciliation, approval, and submission. 

DEPARTMENTS are responsible for:

· Purchase/expense authorization

· Monitoring purchase activity

· Ledger expense reallocations

· Temporary document storage 
· Credit Card Security compliance 
You can find Department Card Voucher forms and a list of responsibilities, policies and procedures on the Travel Service webpage http://www.umass.edu/travel/deptTravelCards.html  

For the full Board of Trustee Business Expense Policy please refer to the following link. http://media.umassp.edu/massedu/policy/FiscalBusinessExpense.pdf
Please forward all your documentation through campus mail to the Accounts Payable Department 405 Goodell Building.  Any missing or follow-up documentation can be mailed or faxed to the Accounts Payable Department at (413)545-4233. 
If you have any questions processing the Accounts Payable (413)545-7410
