MCG Operations
Training



Agenda

 Prior Approval Procedures
— Satellite Travel (Nancy Brady)
— Missions and GME Funds (Beverly Bella)

« Check Requests
— AU Check Requests
— MCG Foundation
— AU Foundation
— AUMA Check Requests
— Supporting Documentation

* Non-Sponsored Project Forms
 Contract Routing Approval Forms
 Faculty Relocation Expenses

e EPAR Transactions



Prior Approval (PA) Form for AUHS/
AUMA Check Reqguests

e Should be submitted at least one week prior to event
 Required for
— Any fund use to purchase meals

— Any requests payable to an individual

Form can be found in the MCG Forms Box
account under Approval Request Form - NEW


Presenter Notes
Presentation Notes
As you know, effective 10/6/2021, the AUHS/AUMA Accounts Payable office began requiring a Prior Authorization (PA) form with VP signatures.

Meals – If the check request has anything to do with reimbursement for food, regardless to whether the request is payable to an individual or a company, this form is required

Individual – doesn’t matter if employee or outside person





Presenter Notes
Presentation Notes
Department Cost Center – Each department has an AUMA/AUHS six-digit cost center. If you’re not sure what that cost center is, check with your Department Administrator
6021xx or 6022xx – Department	6028xx – Missions	6029xx – GME	602057 - Missions
Vendor – if you know the vendor, list it. Otherwise, you can note TBD or Varies, if this request will be used for more than one person
Estimated Cost – total of the cost column
Describe Item/Activity – what is happening – Meals for faculty candidate, travel expenses,
Fund Source – Clinical – satellite clinic; Missions; Outside Contracting; GME; Other
Description of requested item to be reimbursed – 
Reason for purchase/reimbursement – 
Signature – Beverly or Nancy Brady (for satellite travel or anything pertaining to clinic funds)



Check Requests

e Original documents are to be submitted to HSB-160

 Employee reimbursements for home delivery are
unallowable, as they violate AU Purchasing guidelines

* Must be submitted within 45 days or 46+ Day
Exception Form is required

* Any expenses over 60 days will be treated as income
and taxed via payroll

« Anything over $5,000 must be submitted via requisition

o Service Agreement Request (SAR) and W-9 required

Forms can be found here:
https://my.augusta.edu/finance/controller/accounts payable/



Presenter Notes
Presentation Notes
STATE DOLLARS

$5,000 – exception – Relocation reimbursement

A Service Agreement Request (SAR) and a W-9 Form is required whenever compensation payments are made to a guest speaker for an honorarium payment or to an individual for services rendered

Requires a CFC

https://my.augusta.edu/finance/controller/accounts_payable/

Check Requests

* Original, itemized receipts are required

e Must be submitted within 90 days or the Foundation
will not pay for any reason

« Attachment A required for all food transactions

« Meal limitations (tip and taxes not included):
0 Breakfast - $15.00 per person
0 Lunch - $18.00 per person
o Dinner - $75 per person of which $25 can be
alcohol

MCG Foundation policies and forms can be found at
https://mcgfoundation.org/policies-and-forms/



Presenter Notes
Presentation Notes
DocuSign is accepted


https://mcgfoundation.org/policies-and-forms/

Check Requests

* Original, itemized receipts are required

e Catering invoices should break out the cost per head and
list out the items served

* Foundation Check Request Justification Form is required
for all catering transactions

AU Foundation forms can be found at
https://www.augusta.edu/qgiving/resources.php



Presenter Notes
Presentation Notes
DocuSign is accepted



Check Requests

List of AUMA Cost Center and Object Codes can be found here https://my.augusta.edu/au-health-finance/qgeneral-ledger



Presenter Notes
Presentation Notes
When submitting check requests, please complete the form in its entirety

Company 02 and 06 – AUMA_ACCOUNTSPAYABLE

Company 01 – AUHS_ACCOUNTSPAYABLE

Check Request Requirements can be found on pages 47-49 of the Operations Guidebook

SUBMIT AS ONE PDF FILE INCLUSIVE OF ALL SUPPORTING DOCUMENTATION – do not submit PDF check request, Word itinerary, PowerPoint Seminar Announcement

SUBMIT WITH ALL FORMS IN THE SAME DIRECTION

https://my.augusta.edu/au-health-finance/general-ledger

Supporting Documentation

e ltinerary

e Itemized receipts that show exactly what was purchased
e Signed PA form, with log if a blanket form

e List of attendees

« If a new company, a W-9


Presenter Notes
Presentation Notes
Types of documentation that may be required


Updated 01/16/20

Request to setup Non-Sponsored Project

Project:

Request to Setup Non-

Project Manager:

Sponsored Project Form

Example: MCG Dental Foundation

Description:

Requestor: Requestor Phone #:

Effective Dates of Project — Begin Date: End Date:
Example: 07/0172003 06/30/2005

Overall Project Amount: Remaining: 0-00

b FO rm S are to be S u b m itte d an n u al |y Chartfield to Charge toif projeCt Fails bUdget check: Example: 10000 20102001 16700 11000

Budget Data

« Contact Barandy Brock in the Controller’'s Office for a e 8 S S S S
Project ID
* Include the corresponding BAR form at the same time
Blank and Sample Forms can be found at
https://my.augusta.edu/finance/controller/financial accounting/
Authorized Signature: 0.00

Foundation Approval (for foundation account only) :

Controller’s Use

Project ID assignee: Project entered by: Budget entered by:

Attach additional sheets as necessary

Routing: Please forward this form to the Controller’s Office via campus mail or fax to 1-1648. Afler the project is setup, the form will be forwarded to Budget to be entered.
Budget will contact the requestor to notify them of completion.


Presenter Notes
Presentation Notes
Submit to MCG_Operations

Forms are to be submitted annually (except for Endowed Chair titles)

Do not assign your own Project ID form. If you do not know the project ID or if one has been assigned, you are encouraged to reach out to Barandy for this information

We submit forms together

List of fund, program, class and account codes and dept IDs can be found at link as well


Contract Routing and Approval Form

 When submitting, list a brief description only
 GME Office
e Section 1 should be completed before submitting

» If being processed through DSPA, signature is required in
section 3

e Word document submission

 We submit to Legal upon signing

Microsoft Word and PDF versions of form are located in MCG Forms

Augusta University

CONTRACT ROUTING AND APPROVAL FORM

Please complete this form and obtain all necessary approvals and signatures in boxes 1 — 3. ATTACH AT LEAST TWO ORIGINAL
CONTRACTS (with all accompanying exhibits, attachments, and all other documents incorporated by reference in the contract) to this completed
Form before submitting the package to the Office of Legal Affairs.

1. GENERAL INFORMATION

Type of Contract / Brief Description:

Coniract Period: Start : End:
Other Contracting Party:
Is the Other Contracting Party a nonprofit organization? ____ (yes) __ (no)
Augusta University Contact Person For Contract:
(Name) (Title) (Phone) (E-mail)
(School/Center/Institute) (Department)

2. CERTIFICATION BY RESPONSIBLE AUGUSTA UNIVERSITY PERSONNEL

I have read the attached contract in its entirety. The contract accurately describes the agreement between the parties, including goods and/or
services provided (for example, description of goods, delivery terms, statement of work) and obligations imposed (for example, manner and
dates of payment, confidentiality provisions). I believe that the contract is in Augusta University’s best interest that the activity is consistent
with Augusta University’s mission, and that Augusta University can perform its obligations in the contract. Taccept responsibility for routing
this contract and for managing it if it is executed.

(Signature) (Name) (Date)
Approval by Dean of School / Vice President: The attached contract is approved. It is appropriate and necessary to the School’s /Augusta
University’s mission and priorities and such entity can furnish the services, materials, and/or funds designated in the contract.

(Signature) (Name - Title) (Date)

3. ROUTING AND APPROVALS

Review by other Augusta University Departments/Offices/Units (if appropriate): T have reviewed the attached contract and [check one]
Review by Office of Controller (for revenue producing contracts): [[ ] have no objections, [[_]] have certain concerns as set forth here:

(Name) (Signature) (Title) (Date) (Phone)
Review bv SPA (for sponsored agreements): [[]] have no objections, [[]] have certain concerns [check one] as set forth here:

(Name) (Signature) (Tatle) (Date) (Phone)
Review by the ITTSS (for contracts impacting information technologv):

[[]] have no objections, [[_]] have certain concerns [check one] as set forth here:

(Name) (Signature) (Title) (Date) (Phone)
Review by the Enterprise Privacy Officer (for contracts involving Protected Health Information including business associate

agreements):

(Signature) (Title) (Date) {Phone)
Review by [other Augusta University office]: [[_]] have no objections, [[_]] have certain concerns

[check one] as set forth here:

(Name) (Signature) (Title) (Date) (Phone)



Presenter Notes
Presentation Notes
Submit to MCG_Operations

Academic Services Agreement, Memorandum of Understanding – no need to write a book, as it will be read when the document is reviewed

If agreement has to do with a residency or fellowship, please note that the document will be sent to the GME Office for review prior to signature

We submit to Legal unless you say otherwise in your email

NOTE – Please route all Residency Funding Agreements through GME


Faculty Relocation Expenses

 Available to Full-time Faculty Only

« Reimbursement to Company
— Reimbursement to be submitted via requisition
— Be sure the name of the faculty member who will be working for AU, is listed on all bills

* Reimbursement to Faculty Member
— AU vs. AUMA check request
— Be sure all receipts are itemized

 Required Documents
— AU Relocation Moving Agreement Form (referenced in offer letter)
— Reimbursement of Relocation Expenses form

« Documents should never be submitted directly to Accounts Payable or Payroll without
coming to the Dean’s Office first for review and approval


Presenter Notes
Presentation Notes
Faculty relocation expenses are only available to full-time faculty and should be negotiated as the time of offer

Required documents can be found in the MCG forms box account under Relocation Expenses

Check Request Requirements can be found on pages 54-56 of the Operations Guidebook



EPAR Transactions

e Distribution Change ePARs
— ALL faculty transactions with a 20000 or 20300 fund line must include Cheyanna Mitchell as an approver

« Supplemental Pay and Ad Hoc Salary Change ePARs
— Approved memos

« Add/Change ePARs
— Approved Add/Change form that includes Donna’s signature

 Job Opening Transactions
— SPARC number, if applicable
— Salary
— Distribution lines with percentages

e Job Posting
— Salary


Presenter Notes
Presentation Notes
Wanted to give an idea of what I am looking for when approving transactions

Job opening – once hit save, it is my understanding that another tab becomes available “Approval” where Comment box is located


Questions ?






Reason for the Policy
Employee’s Responsibility
Supervisor’'s Responsibility
Off Campus (OC) vs.
Outside Activity (OA)
Limitations on Use
Definitions

Agenda

OA Categories

Form & Documentation
Examples

Best Practices

OA-2 Form

Questions



Reason for Policy ..

« The BOR revised their relevant policy in 2018.

 The AU policy was updated to reconcile to the new BOR policy and simplify the
previous policy to allow for the disclosure of all outside activities attended by our
faculty.


https://www.augusta.edu/compliance/policyinfo/policy/outside-activities-off-campus-duty.pdf

Employee Responsibilities

Choose activities that contribute to their professional growth
Make sure Outside Activity is approved in advance (especially, iIf compensated)

Carefully limit activities so that they do not conflict with their primary obligations as a faculty
member

Ensure the activities do not create a conflict of interest with the university
MUST RECORD ABSENCES FROM WORK IN THE TIME REPORTING SYSTEM

At the end of the year, must report activities engaged in throughout the year, by using the OA-
2 form



Supervisor Responsibilities ..

Whether an employee participates in an Outside Activity or Off Campus
activity during work hours is at the discretion of the supervisor whose

responsibllity Is to ensure that the unit is able to meet its mission, and the
activity Is beneficial to AU.

Supervisors have a responsibility to:

v remain informed of the professional and outside activities of
their employees,

v’ encourage such activities when they are consistent with AU
policies, and

v" advise them of involvement in activities that might jeopardize
their career development, interfere with the individual’s
primary responsibilities, or hinder the achievement of
excellence in academic or research programs.

“How will the individual’s
participation in the activity

benefit our university or
your college?”




Off Campus Duty

An employee who travels off campus as part of fulfilling his/her normal job responsibilities

« Attending a conference for CME

 Teaching Off-Campus at a Regional Campus

e Supervising students in an off-site clinical setting such as Aiken Regional Medical Center
 Visiting satellite clinics in Valdosta, Albany, Brunswick, etc.

e Conducting seminars or attending training



Outside Activity

An employee who travels off campus, with or without compensation, to perform services
to persons or organizations external to the university

* Presenting papers at professional meetings

e Service In offices or on committees of academic or professional societies
e Service on governmental advisory committees or study sections
 Teaching/Giving lectures at other academic institutions

e Participating in accreditation Vvisits to other institutions

e Qutside consulting



Limitations on Use

Full-time employees and Fiscal Year Faculty

— 20 days per year for Outside Activities (OA)

— 20 days for Off-Campus (OC) duty

— Cannot collectively exceed 30 days between the two

Part-time exempt employees and faculty are approved for pro-rated proportions
of the above

Exceptions must be approved in advance by the respective EVP (Dean)






Presenter Notes
Presentation Notes
Form allows for comments – traveling after hours, some days to be coded as AL

Yellow spaces are to be completed by you

Number of days calculated based on the individual’s FTE


Definitions ..,

Compensation

 Any payment, deferred payment, equity, or deferred equity provided in exchange for the expectation that the
employee will perform work or services for the benefit of the outside payer.

« Compensation does not include Honoraria (defined below).

Honoraria

A payment for a one-time service (such as making a presentation) on which custom or propriety forbids a
price to be set.

 For AU, an honorarium of more than $1000 (per day) will be considered compensation.

Expense Reimbursements
e Reimbursement for travel, accommodations, meals, etc.

 EXpense reimbursement to the university must also be included if those are incurred above the de minimis
level (staff time, use of printers/copiers, computers, etc.)





Presenter Notes
Presentation Notes
Sponsoring information is regarding the company sponsoring the activity….not the individual’s AU contact information

Complete form in its entirety


Categories of Outside Activity

Outside Activity — Compensated
— Activities that result in compensation of $1,001 or greater

Outside Activity — Uncompensated
— Activities that result in compensation of $1,000 or less

Outside Activity — Clinical Practice



Outside Activity — Compensated ($1,001 or greater) v

 Includes paid services such as consulting, teaching (credit or non-credit), speaking, and participating in
business, professional, or service enterprises with external entities.

— If compensation is $1,001 or greater, it is

— Payments and expense reimbursement from governmental agencies such as the State of Georgia or the Federal
Government (e.g. NIH) are excluded and not considered outside compensation.

— Likewise, payments from AU (such as for continuing education) or one of our affiliated organizations (such as AU
Health) are not considered outside compensation.

OA-1 Outside Activity — Compensated Annual Leave* is required for those who earn leave if
(new multilevel approval) the activity is performed during the employee’s usual

working hours.

* http://Oneusg.auqusta.edu


http://oneusg.augusta.edu/

Outside Activity — Uncompensated ($1,000 or 1ess) w,

 Includes unpaid guest lecturing; unpaid advising or consulting;
attending/presenting at professional conferences/meetings, juried art shows; and
professional activities such as representing the university on corporate or
volunteer boards, journal editorial boards, serving on grant study sections, etc.
— While these activities may result in honoraria, per diem, and/or out of pocket expense
reimbursements, for the purposes of this policy, these payments are not considered compensation for
work effort.

OA-1 Outside Activity — Uncompensated No leave is required

(new multilevel approval)




Outside Activity — Clinical Practice

« All clinical practice by faculty members must be conducted under the approved faculty practice
plans of each respective college and is subject to the respective practice plan bylaws.

— When clinical practice is conducted under an approved faculty practice and part of the faculty member’s
regular assigned effort, such effort is not considered an Outside Activity.

— However, clinical practice by faculty within Schools or Colleges that do not have a faculty practice (e.g.
Psychology, Sociology) is considered an Outside Activity and is subject to approval.

 Clinical practice performed outside an approved faculty practice plan is not covered by AU-related
malpractice insurance.

 Note: This activity is vary rare and requires additional approval prior to participation.

OA-1 Outside Activity — Clinical Annual Leave* is required for those who
(new multilevel approval) earn leave if the activity is performed during

the employee’s usual working hours.

* http://Oneusg.auqusta.edu


http://oneusg.augusta.edu/

Form and Documentation

International travel — Submit an agendal/itinerary at least 20-30 days ahead of time
Regular travel — submit an agendal/itinerary at least 7-10 days ahead of time

Ensure the estimated time involved for the activity reflects the time engaged in the
outside activity

— Examples

« A professional is invited to speak at a conference for 1 day and attends the
conference for all 7 days

e A professional is completing a site visit at another institute for a professional
accreditation organization for 3 days including travel



Examples:

A faculty member goes off campus to observe a student teacher as part of their faculty
role

 This time will be recorded as off campus time

Faculty member is collaborating with faculty at another university on a project
o If MCG will benefit from this collaboration, time will be coded as OC

A faculty member will be traveling after hours on Friday to Atlanta for a weekend

conference (attending only)

o A Travel Authorization form should be completed for this but per HR, an OA-1 should not
because it takes place during their off time



Example:

A professional is invited to speak at a conference for 1 day
and attends the conference for all 7 days

Sun Sat

1 day — OA Uncompensated; 4 days — OC; 2 days — OC Weekend



Example:

A faculty member has been asked to present a seminar at another
Institution and meet with faculty

Tue Thu

500

3 days — OA Uncompensated



Example:

A faculty member has been asked to review grant studies
for the National Institutes of Health (NIH)

Mon Wed

600

3 days — OA Uncompensated



Example:

Faculty member is driving to Atlanta, after work on Friday, to
attend and present at the Fall CME meeting sponsored by the
GA Chapter of the American Academy of Pediatrics.

Per HR, this is does not
need to be reported
because it takes place
during the off hours of the

iIndividual
Fri Sat

2 days — Off Campus Weekend



Annual Report on Outside Professional Activity and Continuing Education

O A — E I O I I I l This form is to be submitted annually by faculty members who are required to report on outside p ofessional activity or continuing
education under the university’s policies concerning outside professional activity and mpI oyment, resea h nd continuing
education.
Name (Last, First): Academic Rank/Title:

Employee ID: College:

Department: Reporting Period*:
*Beginning and ending dates of contractual obligation

Notification will be sent out at the beginning of st Actiiie n Approximate Chronalogical Order

(extend on supplemental sheet, if necessary)

June for the completion of the OA-2 (Annual
Report on Outside Activity) form by June 30th

expenses

The OA-2 is required to be completed only by
those employees ‘who have engaged in outside
professional activity’ throughout the year

Once approved, the form will be returned to the
department

Submit original request to Dean's Office. The approved ariginal form will be returned to the appropriate Department Chair for record retention

OA-2 Form: 5/20


Presenter Notes
Presentation Notes
ONLY FOR SUBMISSION TO DEAN’S OFFICE – Department can require everyone to submit a form


Questions?
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