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HOW TO USE THE MANUAL

This document is published by the Division of Central Accounting and Reporting and the Division of the
Budget in the Office of Management and Enterprise Services (OMES) pursuant to the Budget Law of 1947,
Title 62 of the Oklahoma Statutes, which requires the Director of OMES to prescribe all forms, systems and
procedures for administering accounting for the departments and establishments of state government. Its
purpose is to inform state officers and employees responsible for the receipt and disbursement of public
monies of the principal laws governing the state's fiscal operations. It is further designed to assist and
instruct such persons in the necessary procedures to be followed in the course of budgeting and expending

amounts through OMES.

This manual is available in two forms:

1. Web pages on the State Comptroller’s website. This version of the manual will be updated for any
procedure changes as they occur, but it is not easily printable.

2. PDF version - The document in its entirety can be printed. However, this document will not be updated
more frequently than annually and any changes in procedures during the year will not be reflected.

Agencies are notified of procedure changes in the DCAR newsletter.

Gaining Access to the State Accounting System
The state has established a statewide system referred to as the State Accounting System that must be used
by all state agencies to record their official financial transactions. A limited number of agencies which are

public authorities created under Title 60 are exempt from using the State Accounting System.

Access to the State Accounting System is necessary for performing many of the functions described in this
manual. To request access to the system, submit one or more of the Business Application Services (CORE)
Security Forms from the OMES CIO website at:

http://ok.gov/OSF/Forms/Business Application Services (CORE) Security Forms/index.html. Forms
must be completed and signed by the person requesting access, approved by the individual’s manager and
signed by the authorized Agency Security Representative. To designate an authorized Agency Security
Representative use OMES Form 300. Users are required to attend training classes before using the system.
Training manuals and schedules can be found on the OMES/CIO Business Application Services (CORE)
Financials website located at:

http://www.ok.gov/cio/Customer Portal/Business Application Services Essentials/Financials
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HOW TO USE THE MANUAL

When requesting information or assistance from the Office of Management and Enterprise Services, it is
suggested the request be directed to the Director of the appropriate Division, or to the supervisor of the

appropriate section within the Division concerned. Contact information for Divisions or functional areas

relevant to this manual is listed below:

Division/Section

Director/Supervisor

Contact Information

Administration

Preston Doerflinger

405.521.2141

Central Accounting and Reporting

Lynne Bajema

405.521.6162

State Comptroller

Lynne Bajema

405.521.6162

Accounting and Reporting

Jennie Pratt

405.521.6160

Transaction Processing

Steve Wilson

405.521.4679

Financial Reporting

Matt Clarkson

405.521.2759

Agency Business Services

Steven Hawkins

405.521.4249

OMES Finance Support Cathy Monefee 105 521 6564
Vendor Registration Vicky Baker 405.522.3093
Budget and Policy Brandy Manek 405.521.3786
State Budget Director Jill Geiger 405.521.6176

Human Capital Management

Lucinda Meltabarger

405.521.3928

Payroll Ron Wilson 405.522.0422
Training Lisa Fortier 405.521.6345
Benefits Jimmy Trotter 405.522.1180
Employees Group Insurance Frank Wilson 405.717.8828
Performance and Efficiency Carol McFarland 405.521.6150
Information Services Bo Reese 405.522.6175
Public Affairs/Communications John Estus 405.521.3097

Central Purchasing

Ferris Barger

405.521.2115

Capital Assets Management

Dan Ross

405.521.6370
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HOW TO USE THE MANUAL

A description of only the Divisions and functional areas that will be relevant to users of this manual follows.

Administration

Policy Making
Governmental Relations

Public Information

Central Accounting and Reporting

Comptroller

Manage and direct operations of the Division of Central Accounting and Reporting.

Issue procedure updates and announcements to state agencies on a regular basis.

Accounting and Reporting

Establish and classify State Treasury Class Fundings as provided by statute, and accounts
necessary for efficient accounting and budgeting practices.

Maintain the necessary financial ledgers of the state government.

Classify distribution of all taxes, fees, and other receipts to Treasury Class Fundings.
Allocate state revenue to satisfy appropriations made from the General Revenue Fund or any
Special Fund of the state according to the provisions of the Constitution.

Maintain all accounts and records necessary for proper reporting of wages to various payroll
related entities such as the Federal Social Security Administration for the various agencies of
state government.

Maintain a reconciliation of cash balances between the records of the Office of Management
and Enterprise Services and records of the State Treasury.

Effect the statutory cancellation of outstanding warrants, and lapsing of appropriated class
fundings as provided by law.

Process Agency Special Account (ASA) class funding and Agency Clearing Account (ACA) class
funding reports.

Prepare US Treasury and State agreement for CMIA and other required reports.

Establish accounting procedures for payroll transactions to ensure compliance with state and
federal requirements.

Tax reporting for employer/employee taxes and vendor payments.
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Convert statewide assets to State Accounting System.

Transaction Processing

Audit and otherwise process Miscellaneous Claim Vouchers submitted to the Office of
Management and Enterprise Services.

Audit and otherwise process payroll vouchers submitted to the Office of Management and
Enterprise Services.

Render all necessary assistance to state agencies in reconciling their expenditures with the
records of the Office of Management and Enterprise Services, including processing
expenditure corrections.

Instruct and provide all necessary assistance to any individual or agency in procedures to
affect the payment of vouchers through the Office of Management and Enterprise Services,
including the classification of expenditures.

Upon request, effect the cancellation of miscellaneous state warrants issued against Treasury
Class Fundings.

Effect the replacement of statutory canceled or lost warrants.

Track state agency sole-source contracting and generate reports to the legislature and other
interested parties.

Provide training on the State Accounting System Direct System and EDT submissions.

Assist in maintenance of the OMES Procedures Manual.

Process OMES Form 90’s - System Authorization Requests, for access to performing various
processes through the EDT systems.

Operate the post audit quality assurance program for vouchers processed through the Office
of Management and Enterprise Services.

Maintain storage of all vouchers, under the control of the Office of Management and
Enterprise Services.

Provide copies of vouchers and other documents as required.
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Financial Reporting

Develop GAAP conversion packages for use by state agency fiscal personnel to convert cash
basis of accounting to accrual; provide training and support to same in use of these closing
packages.

Gather and compile accounting data and statistical information into appropriate format for
publication of the state of Oklahoma Comprehensive Annual Financial Report (CAFR).
Maintain current awareness of generally accepted accounting principles and all requirements
of authoritative standard setting bodies for government entities; work to institute these
principles throughout state government, providing assistance to state agencies as necessary.
Gather and compile accounting data and statistical information into a condensed Popular
Report.

Upon request by state agencies, perform research and provide guidance concerning the
proper treatment of various transactions in light of Internal Revenue Service codes.

At the conclusion of each fiscal year, compile data into Schedule II, "Summary of Revenue
Collections & Transfers to Treasury Class Fundings by Source & Class Funding" (by fiscal
year) and Schedule III, "Summary of Expenditures Made through Treasury Funds by State
Agencies" (by fiscal year) for publication in the Executive Budget Book.

Perform special projects as required.

Agency Business Services (ABS)

Provide accounts payable, billing and accounts receivable, reconciliation, and budget
services for state agencies on a contract basis.

Provide accounts payable, billing, accounts receivable, and reconciliation services for all
Divisions of OMES.

Evaluate all executive branch agencies for the cost effectiveness of administering financial
transactions. Contract with the lowest performing agencies to convert financial transactions

to a shared services model.

OMES Finance Support
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Prepare the budget for OMES and monitor and report budget activity throughout the year.
Ensure that agreements between IS and state agencies are consistent in methodology.
Facilitate billings to agencies and payments to vendors.

Provide information and support for development of rate structure for services provided by
OMES.

Coordinate and compile the Statewide Cost Allocation Plan (SWCAP) on an annual basis;
negotiate same with federal cognizant agency; serve as liaison between state agencies and
the federal government regarding SWCAP and state agency indirect cost recovery efforts;

provide technical expertise as requested by state agencies in SWCAP and indirect cost work.

Vendor Registration

Manage the State’s vendor file, including obtaining banking information from vendors.

Convert higher education vendor files to the State’s vendor file.

Budget and Policy

Issue annual budget work program instructions.

Review and approval of Budget Work Programs.

Allotment of appropriated class fundings.

Compilation and distribution of OMES Funding Book to state agencies.

Review of requests for transfer of allotments and/or appropriations.

Assist state agencies with preparation of Budget Work Programs and Budget Requests.
Assist in the development of Cabinet Budget Requests to the Governor.

Assist in the development of the Governor's budget recommendations to the Legislature.
Prepare the annual Executive Budget documents.

Draft legislation to implement the Governor's recommendations.

Provide assistance upon request to legislative committees, subcommittees, members and
staff.

Review and report legislative action affecting the state budget.

Field surveys and studies relating to the operations of government; statistical research and
analysis; and budgetary planning. Maintain relationships with certain national associations
regarding the state's fiscal condition.
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Develop and distribute budget-to-actual expenditure, revenue and FTE reports.
Prepare and publish annual report on the condition of state pension systems.

Compile and distribute annual Fee Book (compilation of all fees charged by the state).

Human Capital Management

Provide statewide human resources and payroll services.
Process State payroll.
Facilitate training for state employees.

Contract with carriers to provide benefit plans for state employees.

Central Purchasing

Utilize strategic sourcing best practices to leverage state spend.

Assist state agencies by collaborating on solicitations that are in excess of $50,000.

Oversee the Oklahoma State Use preference program utilized to purchase goods and services
from organizations that employ individuals with intellectual and developmental disabilities.
Facilitate a streamlined procure-to pay process.

Oversee the state purchase card program.

Provide guidance and instruction related to contracting with the State to vendors and

agencies.

This manual is divided into chapters, topics, and subtopics, in addition to a number of appendixes.

Chapters
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This accounting and reporting guidance in this manual is divided into chapters according to functions
performed in the accounting process as follows.

Chapter | Accounting Function
10 CODING
20 BUDGETING
30 RECEIPTING AND DEPOSITING
40 PURCHASING
50 DISBURSING
60 RECONCILING AND REPORTING
70 INTERNAL CONTROLS GUIDANCE

Each chapter is then divided into topics and subtopics. The topic sections include an overview of the topic
and a listing of subtopics.

Overviews are always numbered 00 and special issues are always numbered 90 after the appropriate
chapter number. The manual uses a number system consisting of a chapter number, topic number,

subtopic number, and paragraph. For example:

Chapter Topic Subtopic Paragraph
“DISBURSING” “Vendor Vouchers” “Submission of Vouchers” “First Paragraph”

The main table of contents is hyperlinked to each chapter. Each chapter contains a Table of Contents which
is hyperlinked to each topic and subtopic in the chapter. At the bottom of each page there is a link to return
to the chapter’s Table of Contents or the manual’s main Table of Contents. In addition, there are links

contained within the body of the text in each chapter to forms, reports, and other relevant information.

Throughout the manual you will also find information within the chapters labeled “Points of Emphasis”. This
information is highlighted to emphasize an important accounting or financial management point or practice
that is of particular interest to OMES or agency financial management staff. In addition, when certain
agencies are exempted from policies and procedures contained in this manual, such exceptions are noted

under a subheading labeled “Specific Agency Exceptions”.
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Appendices
The appendices consist of information referenced throughout this accounting manual. Since this
information may apply to more than one chapter, the information has been grouped into the following
appendices:
1. Master Glossary
. Agency Listing and Codes
. Chart of Accounts - Revenue
. Account Codes - Expenditure

. Forms

SN U1 A~ W N

. Report Listing
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CHAPTER 10: CODING

10.00 Overview: Coding

To ensure all state entities are recording and reporting financial information correctly, the state has
developed a coding system to be used by state entities. The accuracy of financial data is dependent
upon the consistent coding of financial transactions. The coding of transactions depends on the type

of fundings held by the each entity.

POINT OF EMPHASIS: All financial transactions made through OMES will be identified
by required fields, consisting of twenty-nine required numerical digits, separated into
six identifying units indicating agency (referred to as a business unit, BU), fund type,
class funding, division/department, budget reference and account. There is one

optional field with two optional digits in the sub-account field.

Business | Fund Class Division/ Budget Account Sub-
Unit Type Funding | Department | Reference Account
AAAAA BBBB CCCCC DDEEEEE FF GGGGGG HH

The required fields are the basis for the statewide comprehensive annual financial
report (CAFR), therefore it is essential that all state agencies conform to these

required fields and coding system.

This chapter will discuss the different types of class fundings for state entities along with detailed

discussion of each of the six required fields in the twenty-nine digit numbering system.

This chapter will cover the following topics:
e 10 State Agency Required Account Code Structure
e 15 State Agency Optional Account Code Structure
e 20 State Class Fundings

e 90 Special Coding issues

The Office of the State Treasurer maintains two types of class fundings known as either treasury class

fundings or depository class fundings.
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CHAPTER 10: CODING

POINT OF EMPHASIS: C(lass fundings segregate dollar amounts similar to how business and

personal checking accounts do as they maintain their own cash balance and budgets.

Treasury class fundings are those established by the Legislature, numbered for accounting purposes
by the Office of Management and Enterprise Services and maintained in the state treasury to record
the general operating activities of the State. These class fundings are appropriated by the Legislature
and may or may not have fiscal year restrictions. Such class fundings are known as either "fiscal" or
"non-fiscal" or "continuing" based on the designation of the Legislature. Upon a specified date,
known as the lapse date, any available budget for a class funding is canceled, and if the class funding
is designated as either "fiscal" or "non-fiscal" the residual cash balance is transferred back to the
original source class funding from which the appropriation was made. While continuing class
fundings usually have fiscal-type budgets which lapse in thirty months, usually in December, any
residual cash balance is retained in that class funding and is available for expenditure in the next
budget period. Therefore, continuing class fundings are commonly referred to as "revolving" class

fundings. Treasury class fundings should be expended by EFT (62 0.S. § 34.64.H). Certain

disbursements may still be made upon warrants if an exception approved by the Office of the State
Treasurer (OST). If the agency has received an exemption from the State Treasurer, then amounts
may be expended only upon warrants issued by OST for vouchers against the state which have been

submitted to and processed by the Office of Management and Enterprise Services for payment.

State law provides the Office of Management and Enterprise Services the authority to process

vouchers without agency signature in certain circumstances.

Exception processing for certain disbursing class fundings commonly known as “340 Class Fundings”
does not require that claims be processed by the Office of Management and Enterprise Services.
These claims are submitted directly to the Office of the State Treasurer and summarized daily
transactions are submitted to the Office of Management and Enterprise Services. These class fundings

are being phased out and operations will be handled in other existing class fundings.

Official depository class fundings are established in and accounted for by the Office of the State
Treasurer and consist of two types: Agency Clearing Accounts (ACA) and Agency Special Account

(ASA) class fundings.
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POINT OF EMPHASIS: While both of the above names contain the word “account” these are known
as class fundings identified by the third field of the Account Code Structure and in the State

Accounting System.

Disbursements from these class fundings should be by EFT (62 0.S. § 34.64.H). Certain

disbursements may still be made upon warrants if an exemption is approved by the Office of the State
Treasurer (OST). If an exemption exists, amounts may be disbursed only upon warrants issued by
OST for vouchers against the state which have been submitted to and processed by the Office of
Management and Enterprise Services for payment. Vouchers should be signed by authorized persons
designated by the administrative authority of the agency and counter-signed by the agency's
principal fiscal officer. These payments are not processed through the State Accounting System by
the Office of Management and Enterprise Services. (62 0.S. § 34.60) Monthly reports of the activities
of these class fundings must be filed with OMES.

Each agency is authorized to have an Agency Clearing Account (ACA) class funding in which to deposit
any revenues collected by that agency on a daily basis. It is called a clearing account since all items
of revenue are to be held there until such items have been honored by the paying entity (e.g., personal
checks against bank accounts). Once these items have been "cleared" then the revenues are
transferred for deposit to the state general revenue class funding, revolving class fundings, or
depository class fundings, as provided by statute. Transfers must be made at least once each month.

All refunds of any erroneous or excessive collections should be made from these class fundings.

Agency Special Accounts (ASA) class fundings can be established only with the approval of OMES and
only for receipt and disbursement of monies for specific purposes as defined in state statutes. An
ASA s class funding established under specific conditions for a state agency, in the official depository
in the State Treasury. Disbursements from such a class funding are made on vouchers issued directly

against the class funding by the agency concerned.

Some ASA or ACA class fundings have been converted to what is commonly referred to as “700 Class
Fundings”. These converted depository class fundings maintain the characteristics of the traditional
ASA or ACA accounts, but the transactions for the depository class fundings are processed through

the State Accounting System.
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CHAPTER 10: CODING

The required fields for all appropriated amounts (fiscal, non-fiscal and continuing) are established
by OMES prior to the beginning of each fiscal year. These fields consist of twenty-nine required and
two optional numerical digits separated into six required and one optional identifying field. The

identifying fields are (see illustration under 10.00):

1. AAAAA, the specific agency (referred to as a business unit) number;

N

BBBB, the specific fund type (used at statewide level for aggregating similar
activities);

CCCCC, the specific class funding;

DDEEEEE, the specific department (division and department)

FF, the specific Budget Reference

GGGGGG, the specific revenue or expenditure account

N o s W

HH, the sub account (optional)

Note: The term "available budget" as used herein, is also identified as the allotment balance

and is used interchangeably throughout this manual.

Transactions affecting the various treasury class fundings or depository class fundings are recorded
as either revenues or expenditures. Revenues are coded with a mandatory six digit revenue code and
an optional two digit code for individual agency designation and use, which indicates the source of
revenues. There are eight major categories of revenues: 1) taxes; 2) licenses, permits and fees; 3)
fines, forfeits and penalties; 4) income from money and property; 5) grants, refunds and
reimbursements; 6) higher education (student fees); 7) sales and services; and, 8) non-revenue

receipts.

Expenditures from treasury class fundings or depository class fundings are coded with a mandatory
six digit expenditure account code and an optional two digit code for individual agency designation
and use, which indicates the use of the expenditure. There are six major categories of expenditures:
1) personal services; 2) travel expense reimbursement; 3) administrative services; 4) property,
furniture, equipment and related debt; 5) assistance and payments to local governments; and, 6)

transfers and other disbursements.
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CHAPTER 10: CODING

10.10 State Agency Required Account Code Structure

10.10.00 Overview and Subtopics Listing

A. Overview

62 0.S. § 34.9 authorizes and directs the Director of the Office of Management and Enterprise
Services to classify cash amounts, and to prescribe the manner of issuance of checks or warrants
against each class fundings, to accomplish the purpose for which each class funding was created.
All financial transactions made through OMES will be identified by required fields, consisting of
twenty-nine required numerical digits, separated into six identifying fields indicating agency
(referred to as a business unit, BU), fund type, class funding, division/department, budget

reference, and account. There is one optional field with two optional digits for the sub-account.

SYSTEM TITLES

AAAAA

BBBB

CCCCC

DDEEEEE

FF

GGGGGG

HH

BU

AAAAA

FUND TYPE

BBBB

CLASS FUNDING

Ccccc

DIVISION/
DEPARTMENT

DDEEEEE

BUDGET
REFERENCE

FF

ACCOUNT

GGGGGG

SUB-ACCOUNT

HH

The State Accounting System identifies the agency/business unit (AAAAA), fund type (BBBB),
class funding (CCCCC), the division/department (DDEEEEE), budget reference (FF), and account
(GGGGGG) as the funding code. The funding code is referenced throughout this manual.

Example: A payment from the 200 class funding for in-state Mileage would include the following
funding code.

09000 1000 20000 1000025 13 521110

This payment would be charged to the following budget stream:

09000 200001013
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The required fields are the basis for the statewide comprehensive annual financial report (CAFR).

For CAFR purposes, all treasury class fundings and depository class fundings of the state and its

component units are consolidated into the fund type classifications defined by generally accepted

accounting principles (GAAP) for government.

B. Subtopics Listing

01
02
03
04
05
06

Business Unit (State Agency Codes)
Fund Type

Class Funding
Division/Department

Budget Reference

Account

10.10.01 Business Unit (State Agency Codes)

The agency code consists of five digits appearing as the first field of the required fields. The first

three digits of the agency code are the agency number and the last two are assigned. A three digit

agency code number has been assigned to each state agency by OMES as follows:

1. Agencies which disburse amounts through OMES: (See Appendix: Agency Listing)

2. Agencies which do not disburse amounts through OMES: (See Appendix: Agency

Listing)

10.10.02 Fund Type

A. GAAP Fund Type

The Governmental Accounting Standards Board (GASB) is the authoritative body responsible for

promulgating Generally Accepted Accounting Principles GAAP for government. The GASB has

determined that eleven major fund types, divided into three classifications, should be used by

state governments. The fund type field is used at the statewide level for aggregating similar

activities for columnar reporting. The following are the fund types utilized by the State:
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1. Governmental Funds - reporting focuses primarily on the sources, uses, and balances of

current financial resources and often has a budgetary orientation.

The General Fund - to account for all financial resources except those required to be
accounted for in another fund. The State’s general fund includes most activities of the

state that provide the typical type of government services to our citizens.

Capital Projects Fund - for reporting major capital acquisitions and construction
separately from ongoing operating activities. Unless there is a legal requirement, use of

a capital projects fund is permitted, not required.

Permanent Funds - to report resources that are legally restricted to the extent that only
earnings, not principal, may be used for purposes that support the reporting

government’s programs---that is, for the benefit of the government or its citizenry.

2. Proprietary Funds- reporting focuses on the determination of operating income, changes

in net assets (or cost recovery), financial position, and cash flows.

Enterprise Funds - to report any activity where a fee is charged to external users for goods
or services. Activities are required to be reported as enterprise funds if any one of the
following criteria is met: (a) The activity is financed with debt that is secured solely by a
pledge of the net revenues from fees and charges of the activity; or (b) laws or regulations
require that the activity’s cost of providing services, including capital costs (such as
depreciation or debt service), be recovered with fees and charges, rather than taxes or
similar revenues; or (c) The pricing policies of the activity establish fees and charges
designed to recover its costs, including capital costs (such as depreciation or debt

service).

3. Fiduciary Funds - reporting focuses on assets held in a trustee or agency capacity for

others and therefore cannot be used to support the government’s own programs.
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Pension (and other employee benefit) Trust Funds - to report resources that are required
to be held in trust for the members and beneficiaries of defined benefit pension plans,
defined contribution plans, other postemployment benefits plans, or other employee

benefit plans.

Agency Funds - to report resources held by the reporting government in a purely
custodial capacity. Agency funds typically involve only the receipt, temporary
investment, and remittance of fiduciary resources to individuals, private organizations,

or other governments.

Component Unit Funds - to report legally separate organizations that the primary

government must include as part of its reporting entity for fair financial statement

presentation.

Fund Type Definition Table

Fund
Type

Fund Type Description

1XXX

General Fund

3XXX

Capital Projects Funds

4XXX

Permanent Funds

S5XXX

Proprietary Funds

6XXX

Pension Trust Funds

7XXX

Agency Funds

8XXX

Business- Type
Component Units

9XXX

Higher Education
Component Units

10.10.03 Class Funding

Class Funding is the field that is used to segregate cash and budget amounts similar to how business

and personal checking accounts do as they maintain their own cash balance and have their own

budgets. The Treasurer maintains two types of class fundings known as either “Treasury Class
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» o«

Fundings” or official “Depository Class Fundings”. “Treasury Class Fundings” are those established
by the Legislature, and are used to record the general operating activities of the State. Official
“Depository Class Fundings” (or "depository accounts") consist of two types: Agency Clearing
Accounts (ACA) and Agency Special Accounts (ASA). While both names contain the word “account”,
these are known as class fundings in the State Accounting System. Each agency is authorized to have
a class funding in which to deposit any revenues collected by that agency on a daily basis. ASA class
fundings can be established only with the approval of OMES and only for receipt and disbursement

of monies for specific purposes as defined in state statutes.

Both types of class fundings are assigned a five digit class funding code which appears as the third
unit of the required fields. There are nine major classifications of operating class fundings.
Expenditures are recorded at the five digit class funding level, but available cash balances use a rolled

up three digit class funding.
“Treasury Class Funding” Classifications

The first digit of the class funding code identifies the classification; e.g., 56701, Special Funds annually
appropriated; 1XX, Other Funds annually appropriated; 2XX, 3XX, 4XX Continuing Funds. The second
digit of an annually appropriated class funding refers to a specific class funding within the broader
fund classification; e.g., 11X, Public Building Fund; 19X, General Revenue Fund. The third digit of an
annually appropriated class funding refers to the fiscal year of the appropriation. The exceptions are
the Special Cash Fund, 576 and the Constitutional Reserve Fund, 100. These class fundings do not
have a fiscal year designation. The second and third digits of continuing appropriated class fundings

identify the class funding within each agency.

Treasury Class | Treasury Class Funding Classification

Funding

0FF00 Cash-Flow Reserve Fund

100AA Constitutional Reserve Fund (Rainy Day Fund)

1XFAA Other Funds Appropriated Annually by the Legislature
11FAA Public Building Fund

12FAA State Transportation Fund
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13FAA-18FAA | Reserved
19FAA General Revenue Fund
2XX00 Continuing Funds - Revolving, Special Cash, Federal, etc.
290 Continuing Funds - Higher Education
295 Continuing Funds - Higher Education - Capital
3XX00 Continuing Funds - Special Disbursing Funds
39400 State Share of Payroll Funds
4XX00 Continuing Funds - primarily Federal
5XFAA Special Funds Appropriated Annually by the Legislature
51FAA Land Office Fund
52FAA Workers' Compensation Fund
53FAA Reserved
54FAA Reserved
55FAA Mineral Leasing Fund
56FAA Check Label
576AA Special Cash Fund
58FAA Reserved
59FAA Capital Preservation and Economic Enhancement Fund
6XX00 Land Grant Funds
7XX00 Agency Special Accounts converted to treasury class fundings
8XX00 Sinking Funds (reserved for Office of the State Treasurer and Oklahoma
Development Finance Authority)
9XX00 Trust and Agency Funds
99400 Employee Share Withholding Payroll Funds
NOTE: F=  Fiscal Year (last digit)
FF=  Fiscal Year (last two digits)
AA=  Appropriation number
X=  Assigned
XX=  Assigned
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Examples of the required fields are:

Business

Unit

Fund
Type

Class

Funding

Department

Budget

Reference

Description

01300

9000

29500

6200001

14

Continuing Fund 295 for
Agency 01300, budgeted for
FY 14, Division 62,
Department 00001

04000

1000

09401

0100002

14

FY 14 Cash Flow Reserve
Fund, budgeted by Agency

09000

1000

19401

8800003

14

FY 14 General Revenue
budgeted by Agency 09000
for FY 14, Division 88

13100

1000

57601

9400004

14

Special Cash budgeted by
agency 13100 in
FY 14 for Capital Outlay,

Division 94

10.10.04 Division/Department

The division/department code consists of seven numerical digits which will appear as the fourth
field of the required fields. The division/department codes are assigned by OMES through the

budgeting and allotment process. The purpose of the codes is to identify the division and

departments within the agency's operation.

The first two digits of the code (DD), refer to the division for which the monies were budgeted

(whether operating or capital). The next five digits (EEEEE) refer to the department.

Requests for new division/departments are submitted to the OMES Budget Division (See Chapter

20).
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10.10.05 Budget Reference

The budget reference is used to identify and control activity within treasury class fundings which
have been established for the operation of a state agency. The budget reference consists of two digits
which will appear as the fifth field of the required fields. Except for payroll state shares and
employee withholding accounts the budget reference codes are assigned by OMES through the
budgeting and allotment process. The purpose of the codes is to identify the fiscal year within the
agency's operation. The budget reference (FF) refers to the fiscal year. For example, 09 for 2009, 10
for 2010.

10.10.06 Accounts (General Ledger Accounts)

A. Assets
Asset accounts begin with a ‘1’. The transactions that are posted in the asset accounts are
generally created by another process in the system. An example would be the accounts receivable

deposit. Agencies do not typically code asset accounts on any transactions.

B. Liabilities
Liability accounts begin with a ‘2. The transactions that are posted in the liability accounts are
generally created by another process in the system. An example would be an accounts payable

voucher or payment.

C. Fund Balance
Fund Balances begin with a ‘3. Transactions to Fund Balance are created by system processes or

year-end financial adjustments.

D. Revenue Accounts
When money is recorded into a treasury class funding by transfer from an official depository class
funding or by direct deposit, the entry must show the source or sources of revenue using a six

digit account (revenue account). An optional two digit code is available for individual agency
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designation and use. All sources of revenues to class fundings are classified into eight major

categories.
MAJOR CLASSIFICATION OF REVENUE NUMERICAL DESIGNATION
Taxes 410000 - 419999
Licenses, Permits & Fees 420000 - 429999
Fines, Forfeits & Penalties 430000 - 439999
Income from Money & Property 440000 - 449999
Grants, Refunds & Reimbursements 450000 - 459999
Higher Education (Student Fees) 460000 - 469999
Sales & Services 470000 - 479999
Non-Revenue Receipts 480000 - 489999

(See Appendix: Revenue Codes for a complete listing of revenue account codes within each
major category.)

E. Expenditure Accounts
Each voucher submitted to OMES must carry a six digit expenditure account number. The
account number is used to designate the type of expenditure made, such as utilities, office
supplies, or salaries. The various types of expenditures have been classified into six major

categories, indicated by the second digit of the six digit code.

MAJOR CLASSIFICATION OF EXPENDITURE NUMERICAL DESIGNATION

Personal Services 510000 - 519990
Travel Expenses 520000 - 529990
Administrative Expense 530000 - 539990
Property, Furniture, Equipment & Related 540000 - 549990
Debt

Assistance & Payments to Local Governments 550000 - 559990
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Transfers & Other Disbursements 560000 - 569990

(See Appendix: Expenditure Codes for a complete listing of expenditure account codes within

each major category.)
F. Other Sources & Uses

Other sources and uses are recorded in general ledger accounts that begin with a ‘6’. Examples

include appropriated transfers in and out and miscellaneous payroll withholding accounts.

10.15 Optional Account Structure

10.15.01 Subaccount

The State Accounting System has been designed so an agency may use an optional two digit sub-
account in conjunction with the six digit revenue or expenditure account code. The optional
digits may be used for any purpose the agency might choose, such as identifying expenditures

within an account as to project, program, division, etc.

SPECIFIC AGENCY EXCEPTION: Higher education agencies must use these two digits
to identify activities for Agency Special Account (ASA) class fundings reporting. (See
section 10.90)

This will allow agencies to create as many as ninety-nine sub-accounts of each revenue or

expenditure code for internal agency use.
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10.20 State Class Fundings

10.20.00 Overview and Subtopics Listing

A. Overview

At the beginning of each fiscal year, each state agency will be assigned class funding and

department numbers for the year’s operations. This information will be communicated to the

agency through a funding sheet. This sheet will list the class fundings and departments for each

agency, except the common class fundings. Common class fundings are shared by state agencies

such as 39400 State Payroll Expense Payable Fund. Most state agencies will have a treasury

class funding and a depository class funding, referred to as an Agency Clearing Account (ACA)

and/or an Agency Special Account (ASA) class funding. Each of these items is discussed in detail

in this chapter.

B. Subtopics Listing:

01
02
03
04

Funding Sheet
Common Class Fundings
Treasury Class Fundings

Depository Accounts Class Fundings (ACA/ASA)

10.20.01 Funding Sheet

Prior to the beginning of each fiscal year, each state agency can access a funding sheet from the

PeopleSoft system. The funding sheet is to be used by the agency for the ensuing fiscal year

operations, and will include: authorized class funding numbers; account numbers assigned to

identify line item appropriations as to purpose and amount; authorizing statutory reference for the

establishment of each class funding; and the lapse date of each line item appropriation. The funding

sheet will also list each agency's continuing treasury class fundings, except for those listed in 10.20.02
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Common Class Fundings. Revised funding sheets will be issued if it becomes necessary to assign or

re-designate a class funding or line item account.

10.20.02 Common Class Fundings

The following designated class funding numbers are common throughout the state system,

regardless of agency.

Class Description

Fundings

39400 State Payroll Expense Payable - For payment of Employer's Share of Applicable
Payables

49X00 Special Cash Sales Funds - Created under the provision of 74 0.S. § 62.5 for the receipt
of monies from the sale of surplus property and proceeds from insurance vouchers for
state property loss or casualty. The last digit of this class funding will indicate the
fiscal year in which the monies were received. Example: 493-Special Cash Sales Fund
established from the sale of property during FY 2013; 494-established from the sale
of property during FY 2014. To be used by those agencies who do not have an
unrestricted revolving class funding.

44300 Interagency Reimbursement Fund- This class funding is authorized for deposit

of moneys received from an interagency contract provided the receiving
agency does not have another revolving class funding available. 74 0.S. § 581

44400 Special Activities Fund - This class funding is authorized to receive transfers

from Agency Special Accounts (ASA) class fundings, for the payment of travel
vouchers and for transfer to the 900 or 905 Payroll Fund class funding. 62 O.S.

§34.9

45000 Master Lease Purchase Fund - This class funding is used for the higher education
agencies master lease purchase program.

45200 OCIA State Facilities Revenue Bond Fund - This class funding is used by the agencies
receiving proceeds from the OCIA Bonds for capital improvements. (Fund 47900 for
Higher Ed)

60000 Land Grant Section 13 Fund [Higher Education agencies only] - Revenue received into
this class funding is a result of income, interest, rentals and proceeds of the sale of
“dedicated in lieu of” Section Thirteen lands. 70 0.S. § 3904

65000 Land Grant New College Fund [Higher Education agencies only] - Revenue received
into this class funding is a result of income, interest, rentals and proceeds of the sale
of Section Thirteen lands. 70 0.S. § 3904

90000 Centralized Payroll Withholding Fund- This class funding is cleared nightly from the
agencies to the central class funding for disbursement.

90500 Payroll Imprest Fund - This class funding is used for Higher Education agencies
payroll. Each Higher Education agency must transfer sufficient cash and allotment
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from the appropriate treasury class fundings to the Payroll Imprest Fund class
funding. 62 0.S. § 34.69

99400 State Employees Withholding Payable Fund - This class funding is used for
payment of authorized employee withholdings.

10.20.03 Treasury Class Fundings

All State cash amounts must be deposited with the Office of the State Treasurer (OST) unless specific
legislation allows independent bank accounts. OST maintains two types of class fundings, known as

either treasury class fundings or depository class fundings.
State Agency Treasury Class Fundings:

Treasury class fundings are those established by the Legislature, numbered for accounting purposes
by the Office of Management and Enterprise Services and maintained in the state treasury to record
the general operating activities of the State. These class fundings may or may not have fiscal year
restrictions. Such class fundings are known as either "fiscal” or "non-fiscal" or "continuing” based on
the designation of the Legislature. Budgets for class fundings which are “fiscal” generally lapse in
November following the year for which they were appropriated. “Non-fiscal” class funding budgets
lapse on a date not to exceed thirty months from the effective date of appropriation. Upon lapse of
the budget, the associated residual cash balance of “fiscal” and “non-fiscal” appropriated class
fundings is returned to the source class funding by OMES. While all “continuing” class funding
budgets will lapse, the cash balance is generally not transferred from the continuing class funding.
Amounts from these class fundings may be disbursed only upon warrants issued by the Office of the
State Treasurer (OST) for vouchers against the state which have been submitted to and processed by
the Office of Management and Enterprise Services (OMES) for payment. These warrants are

ultimately redeemed by OST.
Statewide Treasury Class Fundings used for Appropriations:

Treasury class fundings used for making Legislative appropriations include “revenue collection

funds” that are ‘Certified’ by the State Board of Equalization and the Special Cash Fund.
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General Revenue Funds “estimated for the current year”, and “cash not appropriated from prior
years” General Revenue Funds are considered ‘Certified’ and may be appropriated to agencies

according to Legislative guidance for general agency use.

Other ‘Certified’ Revenue Funds (Public Building, CLEET, etc.) are ‘Certified’ by the State Board of
Equalization, and apportioned to agencies based on statutes and Legislative guidance. These are

limited for specific purposes.

Money identified by the legislature in other class fundings may be designated for transfer to the

Special Cash Fund. This class funding may then be appropriated to agencies for specified purposes.

10.20.04 Depository Class Fundings (ACA/ASA)

Official depository class fundings are established and maintained by the Office of the State Treasurer.
The two types of official depository class fundings are Agency Clearing Accounts (ACA) and Agency
Special Accounts (ASA) class fundings.

POINT OF EMPHASIS: While both of the above names contain the word “account” these are known
class fundings identified by the third field of the Account Code Structure and in the State Accounting

System.

Disbursements from these class fundings are made by use of a voucher (check) signed by an
authorized person designated by the administrative authority of the agency and countersigned by
the agency's principal finance officer. The Office of the State Treasurer (OST) must be notified of any
voucher or check written on one of these accounts at the time of issue. Alternatively, agencies may
use the OST’s online voucher writing system which will eliminate the need for the separate notice.
Contact OST for more information. The activity of each account must be reported monthly to the

Office of Management and Enterprise Services on OMES Forms 11 and 11A, (See Chapter 60).

Disbursements from these class fundings are not subject to pre-audit by OMES; however, the

vouchers are redeemed by OST.

In order to disburse monies from ACA and ASA class fundings, agencies issue official depository

vouchers but only for authorized purposes. OST shall prescribe the forms and manner for issuance
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of vouchers against official depository accounts. All vouchers drawn against these accounts must be
signed by an authorized person designated to OST by the administrative authority of the agency, and
counter-signed by the agency's principal fiscal officer. Voucher forms must include space for the
expenditure account on their face. Such vouchers, when redeemed by the OST, shall be delivered

monthly to the agency which issued the vouchers. (62 0.S. § 34.60)

Institutions may break down activities within these designations on their own records, but reports
filed with the Director of the Office of Management and Enterprise Services must be summarized by

expenditure account and revenue account within the designations listed below. See 60.10 and 60.20,

for instructions for the completion of Agency Special Account (ASA) class funding reconciliation

OMES Form 11A.

A. Agency Clearing Account (ACA) Class Fundings
Agency Clearing Account (ACA) class fundings are established and maintained for each agency by
the Office of the State Treasurer in accordance with 62 0.S. § 34.57. This official depository class
funding offers a means to deposit monies received by an agency. With specific authority, monies
received by an agency may be deposited directly into an established treasury class funding or a

depository Agency Special Account (ASA) class funding. (62 0.S. § 34.57.D) At least once each

month, agencies must transfer monies deposited in their Agency Clearing Account class funding
into the various treasury class fundings or depository ASA class fundings, of the state as provided

by statute.

POINT OF EMPHASIS: No money shall ever be disbursed from any Agency Clearing
Account class funding for any other purpose, except for refund of erroneous or

excessive collections and credits and payment of sales tax to the Oklahoma Tax

Commission (OTC). 62 0.S. § 34.57

Authorized disbursements for Agency Clearing Accounts are:

Account Codes | Name

400000 Clearing Account (Transfer to Treasury Class Fundings using Deposit Transfers)
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400000 Clearing Account (Transfer to Agency Special Account Class Fundings using
Deposit Transfers)

539110 Interagency Pmts - Admin Exp (OST Fee Charges)

553190 Refunds - Overpayment Charges

561210 Taxes Remitted to OK Tax Comm.

562120 Transfer to Treasury Class Fundings using ONUS Transfers

562130 Transfer to Agency Special Account Class Fundings using ONUS Transfers

562150 Transfer to Treasury Class Fundings using vouchers

See 60.10 and 60.20 for instructions for the completion of the required Agency Clearing Account

(ACA) class funding reconciliation form - OMES Form 11.

B. Agency Special Account (ASA) Class Fundings

An Agency Special Account (ASA) class funding is a class funding established under specific
conditions for a state agency in the official depository in the State Treasury. Disbursements are
made on vouchers issued directly against the class funding by the agency. Pursuant to the
provisions of 62 0.S. § 34.56, this type of class funding may be established only with the approval
of OMES, and only for receipt and disbursement of monies for specific purposes. Requests to
OMES by a state agency for the establishment of an ASA class funding must be made on OMES
Form 18A.

C. Imprest Cash Fund Class Fundings
Some agencies have been authorized to have an ASA class funding to serve as an “Imprest Cash
Fund” (also known as "petty cash funds"). “Imprest Cash Fund” accounts that utilize a bank
checking account outside of the State Treasury must be authorized by the Office of the State

Treasurer. For more information regarding “Imprest Cash Funds”, see 50.40.01.
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10.90 Special Coding Issues

10.90.01 Higher Education agencies- Special Requirements

The Office of Management and Enterprise Services acting in concert with the Oklahoma State Regents
for Higher Education will establish Agency Special Account (ASA) class fundings as appropriate
within the restrictions established by statute. Requests to OMES from institutions of higher

education must have prior approval of the State Regents for Higher Education.

Higher Education agencies ASA class fundings are unique in the presentation of revenue and
expenditure information. Ten activity codes are used to identify activities or facilities anxillary to
the operation of the Higher Education institutions. Transactions must be coded with the activity

codes established.

To further define activities, two digits are placed to the right of and in conjunction with the six digit
revenue code, and two digits are placed to the right of and in conjunction with the six digit
expenditure code and should be reported in the two spaces provided for agency designation.

Designation of higher education activities are:

01 Intercollegiate Athletics
02 Food Service

03 Student Store

04 Student Union

05 Housing

06 Student Loan and Scholarship Funds
07 Student Organizations

08 Fees from Employee Earnings

09 All Other
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10 Physician Practice Plan

Within their records, institutions of Higher Education may expand activity coding beyond the above
designations, but reports filed with the Office of Management and Enterprise Services must be
summarized by revenue and expenditure code within the ten designations as listed above and no

others.
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20.00 Overview: Budgeting

A budget is a plan for the utilization of available resources. For our purposes, it is the planned
utilization of available monies to procure those services or materials to be used in the
accomplishment of assigned responsibilities, programs, goals or objectives. The State of Oklahoma'’s
budget is prepared on a cash basis utilizing encumbrance accounting. On October 1 each year state
agencies are required by law to submit a “Budget Request” detailing their financial needs for the
ensuing fiscal year. Budget requests are reviewed by the Budget Division of the OMES and legislative
staff. The Governor prepares and submits to the Legislature at the beginning of each annual
legislative session a balanced budget based on OMES review of budget requests prepared by state
agencies and subsequent recommendations by OMES, cabinet members and policy advisors.
Budgeted expenditures cannot exceed the amount available for appropriation as ‘certified’ by the
State Equalization Board unless revenue raising measures are proposed to balance the spending

recommendation.

Amounts subject to appropriation by the Legislature are those class fundings which are ‘certified’ for
appropriation by the State Equalization Board. These are appropriated by the Legislature, numbered
for accounting purposes by the Office of Management and Enterprise Services and maintained in the
State Treasury to record the general operating activities of the State. These class fundings may or
may not have fiscal year restrictions. Appropriations are generally designated by the Legislature as
being “subject” or “not subject” to fiscal year limitations, and are therefore classified by OMES as
either “fiscal” or “non-fiscal” respectively. In the absence of any specific legislative guidance, OMES
will interpret the appropriation to be “not subject” and therefore non-fiscal. Appropriations made
for general operating expenses of a state agency are usually fiscal, whereas appropriations for capital

outlay expenditures are usually non-fiscal.

The Budget Request System, Strategic Planning, and Budget Work Program Forms and Instructions
can be accessed at OMES’s Budget website http://www.ok.gov/OMES /Budget/index.html. This site

also contains historical information and annual budget books.
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20.10 Budget Preparation

20.10.00 Overview and Subtopics Listing

A. Overview
The preparation and implementation of budgets follows the budget cycle for state operations. The
budget cycle for state operations starts with state agencies developing a detailed outline of
financial needs for the next fiscal year. This “Budget Request” is then reviewed and analyzed by
the Budget Division of the OMES in light of overall state responsibilities, goals, objectives and total
monies available. The Governor’s recommended budget is then developed. The Governor’s
recommended budget is considered by the State Legislature which makes the final appropriation
of amounts to the agencies. A state agency, based upon amounts appropriated by the Legislature
and other amounts available to the agency, then develops a Budget Work Program which outlines
in detail the planned expenditures for the ensuing fiscal year. Work programs are reviewed by
the Budget Division of the OMES and the approved work program will serve as a basis for the
subsequent allotment. The final phase of the budget cycle is the continuing review by the agency
of actual expenditures against the budget work program to ensure the economy, efficiency, and

goals and objectives are being attained.

This section discusses the budget cycle in three subtopics; 1) the agency budget request process,

2) the steps required for strategic planning, and 3) budget work programs.

B. Subtopics Listing
01 Agency Budget Request
02  Strategic Planning
03 Budget Work Programs
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20.10.01 Agency Budget Request

The budget cycle starts with individual state agencies developing an outline of financial needs for the
next fiscal year. This is the agency’s detailed estimate of needs to accomplish assigned responsibilities
during the ensuing fiscal year. (62 0.S. § 34.36)
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THE BUDGET CYCLE
STATE FISCAL YEAR IS JULY 1 - JUNE 30

July pug Sept

Oct

Nov Dpec Jan Fep Mar Apr

Jung
May

Agencies review program needs and
prepare Budget Requests and

Strategic Plans.

July 1 -Oct 1

Agencies submit Budget Requests.
Strategic Plans are submitted every

even numbered year.

Oct 1

Office of Management and Enterprise Services
Requests and Strategic Plans for

development of the Executive Budget Book.

reviews Budget

Oct

Jan

December Equalization Board Meeting -
expenditure authority is the approved

basis for the Executive Budget.

Submission of Executive Budget
to the Legislature.

Legislative session begins.

Feb

Feb Equalization Board - expenditure
authority is approved basis for Legislative

Appropriations and Governor's action

Feb

Legislature reviews agency budgets and

finalizes appropriation recommendations.

Feb - May

Governor's action on Appropriation Bills

Feb - Mid-June

June Equalization Board Meeting - revenue
and expenditure authority adjusted to

incorporate statutory changes.

June

10.

Budget Work Programs submitted to the

Office of Management and Enterprise Services

by June 1 or as soon thereafter as possible.

for approva

June
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Each agency should establish a formal internal process for identifying agency budgetary needs.

This process should include agency managers continually reviewing program effectiveness

and identifying areas where savings can be made, and areas in need of additional resources.

Budget Managers should also indicate to their agency director how much financial resources they

will need to operate in the request year.

This process could begin as early as March. The internal requests should be compiled, reviewed and
ready when the Budget Request system and instructions are available on the OMES website

http://www.ok.gov/OMES/Budget/index.html in August. This will give the agency budget personnel

ample time to complete the forms and gather any additional information required in the Budget

Request before the submission deadline, October 1.

In August, the Budget Division of OMES issues detailed instructions to state agencies for the
preparation of agency budget requests. This request, which by law must be submitted by October 1,
covers a period ending almost two years into the future. Even though the appropriations for agency
operations are made on an annual basis, the budget request process requires each agency to estimate
needs for the upcoming fiscal year so that the cost implications of various budget proposals can be
identified. It is recognized that this information will only be an estimate. However, it should be an
“educated and studied best estimate.” It should be based on those responsibilities which have been
assigned by statute, plus any expanded responsibilities which can reasonably be expected to be
assumed, and which will require resources during the new period. The proposal should be one which

can be completely justified to the Governor and the State Legislature.

The Budget Request packet requires agency personnel to complete a set of forms and respond to
questions electronically. The forms are designed to display agency full-time equivalent (FTE) data
and expenditures for a four year period (two years actual data; the current budget; and one year
projected data) at a summary level. The forms also require detailed explanations of budget changes
needed for the request year. The request covers several different subjects and may vary from year

to year.
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The Budget Request is filled out and submitted electronically. Log on instructions and system
requirements can be found on the OMES/BUDGET website
http://www.ok.gov/OSF/Budget/index.html

The Director of the Office of Management and Enterprise Services is required by law to submit to the
Governor and the Legislature, no later than October 5, a complete list of all spending agencies which

fail to submit budget requests by October 1.

A. Review and Analysis of Agency Budget Requests
The Director of the Office of Management and Enterprise Services is charged with the
responsibility of making a complete and detailed study of the financial needs of each state agency
and for preparing a State Budget under the supervision and direction of the Governor. (62 0.S. §
34.34) This study is made in light of responsibilities assigned to the agency by the State

Constitution and by legislative or executive action.

An analysis is made of the sources of amounts available for use in the operation of the agency. A
review is made of prior year’s expenditures, with emphasis on the most recently completed fiscal
year. The Budget Work Program for the current fiscal year is reviewed. Agency responsibilities
are then reviewed in light of current overall State goals, objectives, and resources expected to be
available during the ensuing fiscal year. To ensure a complete understanding of the agency
budget needs, meetings may be conducted with the agency head and management personnel to
discuss all facets of the agency’s budget request. After these meetings, the Director of the Office
of Management and Enterprise Services develops recommendations for review and approval by

the Governor.

Also during this process, the Governor considers the various requests and recommendations and
finalizes recommendations to be made to the Legislature. Meanwhile, OMES accumulates agency
data into the Governor’s Executive Budget documents, incorporates the Governor’s budget
recommendations, and prepares tentative legislation to implement this document. The sum total
of the amounts recommended for appropriation to all agencies will be within the amount certified

by the State Board of Equalization, plus available “cash”, plus any revenue raising measures
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necessary to balance the budget proposals. (62 0.S. § 34.37) The budget document is submitted
to the State Legislature at the beginning of each regular legislative session (the first Monday in

February).

B. Legislative Consideration of the Executive Budget Recommendations
The Legislature appropriates monies and authorizes expenditures in support of State operations.
During legislative consideration of appropriation bills, agencies may be called upon to discuss
recommended appropriations in the Governor’s proposals. Appropriation Committees and/or
Subcommittees of the House of Representatives and the Senate usually request the appearance
of agency directors to justify their requests for resources needed to operate the agency during
the ensuing fiscal year. Budget analysts from OMES attend the various committee and
subcommittee meetings to explain the Governor’s proposals and to serve as an informational
resource. When the appropriations bills have been signed into law, OMES budget analysts will

again review the contents of the bills with agency personnel.

20.10.02 Strategic Planning

62 0.S. § 45.3 requires that each state agency submit a new strategic plan on each even-numbered
year. Itis to be submitted to OMES at the same time as the estimate of funding needed (by October
1, in compliance with 62 0.S. § 34.36). The plan shall cover five fiscal years, beginning with the next

odd-numbered year following the submission year.

Detailed information forms, and general guidance on preparation of this document can be found at

the OMES/Budget website http://www.ok.gov/OSF/Budget/index.html or for additional assistance

contact an OMES budget analyst.

20.10.03 Budget Work Programs

Budget execution starts with the development of detailed plans to expend monies which have been
appropriated or otherwise made available for the agency’s operations for the ensuing fiscal year.

Budget execution is accomplished under the direction and supervision of the Governor, who is

Return to Main Table of Contents
Return to Chapter Table of Contents

Office of Management and Enterprise Services: Statewide Accounting Manual Rl


http://www.oscn.net/applications/OCISWeb/DeliverDocument.asp?CiteID=456793
http://www.oscn.net/applications/OCISWeb/DeliverDocument.asp?CiteID=436946
http://www.oscn.net/applications/OCISWeb/DeliverDocument.asp?CiteID=457459
http://www.ok.gov/OSF/Budget/index.html

CHAPTER 20: BUDGETING

responsible to ensure that expenditures will accomplish the intent of legislative action. Agency plans

for expenditures are required to be set forth in a Budget Work Program (BWP). (62 O.S. § 34.42)

Each agency should have a formalized plan for creating the BWP. The budget proposals made by
agency managers will need to be adjusted based on final legislation, but an effective budget
development procedure would be such that, by the time final appropriations are made, the budget
demands/needs will have been accumulated and the agency director will be ready to make the

necessary adjustments.

Shortly before the Legislature has completed action on the appropriation bills, the Director of the
Office of Management and Enterprise Services provides each agency with detailed instructions for
the submission of its BWP and will provide updates as necessary. It is important that the work
program be completed and returned “on or before the first day of June in each year, or as soon

thereafter as possible” (62 0.S. § 34.42) to ensure that the budget analysts in the Office of

Management and Enterprise Services have enough time to review the agency’s submission, work out

any problems with the agency, and set up allotments for each agency.

Agency BWPs are entered into the State system and, when approved, will provide data for the system
to create the accounting lines necessary to control and/or track expenditures and revenues. This
data is also used to create reports, such as budget to actual reports, which help the agency managers

plan and evaluate the agency’s financial situation.

Each agency BWP must be approved by the Director of the Office of Management and Enterprise
Services prior to the creation of any allotment (authority to encumber state monies), the acceptance
of any encumbrance document, or the payment of any voucher against the amounts available for

fiscal year operations.

A. Budget Work Program Divisions and Departments
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BWP departments are those groupings/entities by which agency expenditures will be
budgeted/programmed and expended. These departments can follow organizational lines,
programmatic lines, other functional lines, specific appropriated line-items, or be any

combinations of these.

BWP departments are summarized or accumulated to the division level. Each budgeted division
may consist of one or more departments. All agency budgets will be prepared at the department
level by the agency. Department data will be summarized at the division level, and the division
data will be summarized at the agency (business unit) level. All allotments will be at the division

level (See chart).

Division/Department | Division/Department
Description

01 Administration
0100001 Human Resources
0100002 Agency Finance

10 Monitoring Services
1000003 Water Monitoring
1000004 Soil Monitoring

The general procedure is to get the work programs to follow a program-oriented structure where
specific programs have been identified, goals and objectives established and the proper feedback
and evaluation mechanisms have been implemented. @ Budget Analysts in the Office of
Management and Enterprise Services will provide direction on the subject of work program
divisions and departments. It is very important that these be identified before developing the
work program in order to ensure the most efficient use of time. Any planned changes to the
current division/department structure must be submitted for approval to the OMES Budget
Division.
B. Budgeting Terminology
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The budgeting codes used in Oklahoma accounting structure are discussed in detail in Chapter

10 of this manual.

C. Organizational Charts
All agencies that file a BWP with the Director of the Office of Management and Enterprise Services
“shall include a flow chart or other schematic description of the organization of such agency”. (62
0.S. § 34.42) The BWP is incomplete without a detailed organizational chart that accurately
displays the organizational structure of the agency which reflects FTE information in the Budget

Work Program.

D. Budget Work Program Preparation

1. Operating Budget

All operating budgets are to be prepared showing no less than quarterly estimates of
expenditures. Programs being “phased in” or “phased out” during a year should be
identified by the fluctuations in the quarterly estimates. As indicated earlier, all agency
budgets will be prepared at the seven digit department level by the agency. All
allotments will be only at the summarized two digit division level. Any other changes will

be explained in the BWP instruction packet, made available to each agency in May.

2. Revisions to Operating Budget

Revisions to the BWP are required to ensure that the document on file with OMES
properly reflects the planned utilization of amounts available to the agency. A revision
should be submitted to support any substantial change in the agency’s plan of
expenditure. A revision also must be submitted to support a request for the transfer of

allotment or appropriation once the budget has been approved.

A revision is to be implemented by properly entering the projected changes in the budget
system. The revision is reviewed by the OMES Budget Division to ensure compliance with
any budgetary limitations that may apply, other legislated requirements, and sound

budgetary policy, just as the initial budget submission is reviewed.

Return to Main Table of Contents
Return to Chapter Table of Contents

Office of Management and Enterprise Services: Statewide Accounting Manual


http://www.oscn.net/applications/OCISWeb/DeliverDocument.asp?CiteID=457462
http://www.oscn.net/applications/OCISWeb/DeliverDocument.asp?CiteID=457462

CHAPTER 20: BUDGETING

3.

Capital Outlay

An agency BWP may also include capital outlay expenditures. (Although most agencies

do not have a Capital Outlay Budget, all agencies do have an Operating Budget.) There
are two types of capital outlay that may be established in a BWP:

a. Specific projects - A capital outlay department may be set up for the purchase of

land, purchase of a building, the construction of a building, the major renovation

of state property, major repairs to state property or major one-time purchases of

equipment (mainframe computers, heavy machinery, and so forth).

b. On-going nature - Only a few agencies have budgets large enough for this type.
They include departments for major maintenance/renovation to property,

highway construction, and the like.

Both types of capital outlay may be paid for by direct legislative appropriations or by
agency-generated monies in their class fundings (where allowed by law). When covered
by direct appropriations, the class funding/business unit/appropriation number ties
directly to the line-item appropriation made by the legislature; the fiscal year is the year
the project funding is budgeted; and the division/department denotes the project. The
amount of the project will not change unless pursuant to an amendment in the

appropriation language or pursuant to an approved transfer.

When the first type of capital outlay (project type) is covered by agency “continuing” class
fundings, there is no line-item appropriation to tie to; the fiscal year is still the year the
project funding is budgeted, and the division/department still denotes the project. The
total budget for the project may change, even after the end of the fiscal year in which the
project was initially budgeted, but only if the change is due to modified estimates or cost
overruns/underruns, and the scope/purpose of the specific project isn’'t being changed.

When the second type of capital outlay (on-going) is paid from agency “continuing”
appropriations, the fiscal year represents the fiscal year for which the amounts will be

encumbered. For example, if an institution has a “Major Maintenance and Repair”
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department, paid from the agency revolving class funding, a budget period of “x4”
indicates that the budget will be used only to pay for repair projects opened/started in
FY-20x4. A budget with budget period “x5” will be established to pay for FY-20x5 repair
projects, and so on. All capital outlay projects that are paid from agency continuing class
fundings must meet two criteria: (1) the class funding must have statutory authority to
be used for the requested purposes and (2) requested allotment must be supported by

amounts available to the agency.

Capital budgets should be allotted using the following department structure:

Department Number Department Name
9XXXXXX Description of the capital project

The OMES Budget Division can assist you with setting up a new department for your
capital outlay expenditures.

POINT OF EMPHASIS: In BOTH cases the constitutional maximum “life” of
the capital outlay budget is thirty months. After that length of time, the
allotment balances (available budget) and encumbrances will be canceled

(lapsed).

20.20 Budget Adoption and Execution

20.20.00 Overview and Subtopics Listing

A. Overview
Budget limits can be established in the appropriations bills from the Legislature. There are
three main subtopics covered in this section. The first is the appropriation approval process,
which will discuss budget limits and line item appropriations. The allotments section covers

the allotment request and cash disbursements to satisfy appropriation processes. The third
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subtopic addresses transfers and other amendments. This section explains the rules and

process used to transfer dollars within the agency’s budget.

B. Subtopics Listing:
01 Appropriation Approval
02 Allotments

03 Transfers and Other Amendments

20.20.01 Appropriation Approval

A. Budgetary Limitations Established in Appropriations Bills:
Should the Oklahoma Legislature determine that budget limits will be enacted state agencies that
receive annual appropriations from the Legislature will be contacted during the Legislative
session and during the final stages of the appropriations process to determine appropriate
spending limits and language in the appropriations bill. Work programs submitted to the
Director of the Office of Management and Enterprise Services must be within all of the various

budgetary limits that apply before it will be approved and allotments set up. Typical limits are:

1. Full-time Equivalent Employees (FTEs): [includes permanent and temporary employees;
excludes seasonal employees (those employed between May 1 and October 31, unless
otherwise provided by law)]. This limit will be in the form of a number that will represent
the maximum level of FTEs for any pay period. The BWP cannot exceed this number
during any quarter. If the agency has an “average FTE” limit, the FTEs programmed
cannot exceed the limit when averaged for the year, but may exceed the limit during any

given period.

Note: One FTE is equal to 2,080 hours per fiscal year (e.g., if two employees worked a
total of 3,120 hours in a given fiscal year, the “head count” would be two, but the FTE

count would be one and a half FTE).
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2. Lease Purchase Agreements: [includes all programmed expenditures for lease purchase

agreements (object codes beginning with 543)]

3. Program Limits (category/Division limits): Maximum budgets for identified agency

programs; usually a limit on appropriated and total budget.

4. Total Expenditures for Operations: [includes all expenditures for operations] Please note
that the work program does not have to equal these limits. Itis not necessary to “program

up to the limits,” but only to be within the limits.

B. Line-Item Appropriations:
A simple way to define the term “line-item” appropriation, as it will be discussed in reference to
the BWP, would be “a specific amount of appropriated funding with a stated purpose/use”. The
appropriation language will give a specific amount and will indicate which class
funding/fundings are to be used. The purpose/use can be broadly defined (“to be used for
operations of. . .”) or it can be very specific (“to purchase automobiles”). It is important to
remember when preparing the BWP that line-item appropriations do not necessarily have a one-
to-one relationship with the agency’s department structure. A line-item appropriation may be

budgeted in one department or many departments as long as the stated purpose is followed.

Each line-item may only be expended for the purpose intended by the Legislature unless the
purpose is subsequently changed by the Legislature, or certain amounts are transferred as

discussed later in 20.20.03.

20.20.02 Allotments

A. Allotment Request and Cash:
Monies (General Revenue, Revolving, Federal, etc.) that are deposited with the Office of the State
Treasurer (OST) to be disbursed by warrants issued by the OST are not available for contractual

or expenditure purposes until they have been requested in writing by the agency and the request
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approved by the Office of Management and Enterprise Services. (62 0.S. § 34.42 through 34.51)

The allotment is a budgetary control over the obligation and expenditure of cash. The approved
allotment request creates “available budget” in the State Accounting System, and this available
budget is the agency’s authorization to encumber and expend amounts. Regardless of the fact
that available budgets are established at the beginning of the fiscal year to enable the agency to
plan and encumber purchase orders, contracts, etc., the filing of vouchers against these
encumbrances will not be accepted for payment unless the agency has sufficient cash on hand in
the State Treasury to cover the total amount of the voucher according to law. Therefore, cash is
also a budgetary control measure at the point of expenditures. Vouchers for amounts in excess
of encumbrances, available budget or the cash balance will fail budget checking edits in the State

Accounting System and should not be submitted for payment.

Cash to satisfy an appropriation of anticipated (certified) General Revenue Fund class funding
revenues will generally be allocated to State agencies on a monthly basis at the rate of 1/12 of
the total annual appropriation. Article X § 23 of the Oklahoma Constitution provides that revenue
accruing to the credit of the General Revenue Fund will be allocated monthly to satisfy
appropriations made by the Legislature to State agencies. In the event that monthly General
Revenue Fund receipts or cash in the General Revenue Fund Cash Flow Reserve Fund class
funding are amounts which would not permit a cash allocation equal to 1/12 of the total monthly
amount appropriated, then the allocation will be on a percentage basis, in the ratio that the
General Revenue Fund appropriation for each agency bears to the total appropriations from that
class funding for the fiscal year. In other words, if the state does not have enough dollars in the
General Revenue Fund class funding to satisfy the monthly allocation, each appropriation from
the General Revenue will be reduced by the percentage that its total appropriation bears to the

total of all appropriations from that class funding for that fiscal year.

In order for an agency to process payments against any continuing class funding (Revolving,
Payroll Trust, Federal, etc.), the class funding must have been allotted for use in the correct fiscal
year and there must be a sufficient cash balance in the State Accounting System of OMES to cover
the amount of the voucher. This means that the cash must have been properly transferred from
the Agency Clearing Account class fundings or deposited into the proper class fundings
established for the agency.
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20.20.03 Transfers and Other Amendments

Once the BWP has been submitted and approved, the agency must spend according to the Divisions
that have been established in the budget. For example, amounts budgeted for the "Administration”
division cannot be spent for the "Care and Custody" division; or amounts appropriated for the "Motor

Vehicles" division cannot be spent for the "Enforcement” division.

The State Transfer Law (62 0.S. § 34.52) allows for transfers between program categories and

between appropriation line-items. Pursuant to state law:

1. Up to 25% can be transferred with approval of the Director of the Office of Management
and Enterprise Services, and up to 40% with Contingency Review Board (CRB) approval.

2. All transfer requests must be signed by the administrative head of the agency or the
designated request officer and submitted as follows:

a. OMES Form 48P (Transfer Form located at

http://www.ok.gov/OMES /Budget/Budget Work Programs Forms and Instruc
tions.html ) in portrait format only must be submitted to the House and
Senate, per annual Budget Work Program instructions,

b. the Chairman of the Senate Appropriations and Budget (include a copy of the
revision forms and the Allotment Request Revision Letter with assumptions
information), and

c. the Office of Management and Enterprise Services to the attention of the Director
of the Office of Management and Enterprise Services (include the Allotment

Request Letter with assumptions information).

Once submitted, the Legislative Oversight Committee on State Budget Performance has twelve days
to disapprove the request. If not disapproved, the transfer will be processed by OMES or (if

percentages are over 25%) forwarded to the CRB. Transfers take a minimum of thirteen calendar
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days to process based on the time given to the oversight committee for review. The transfer process

can be used to:

1. transfer Division expenditure limits between Divisions,
2. transfer amounts between line-item appropriations or

3. transfer budgeted amounts between Divisions/programs.

POINT OF EMPHASIS: Transfers are not required for movement of amounts
between BWP departments that are in a single BWP division. If the movement
crosses divisions or line-item appropriations, then a transfer is required. Revisions

between expenditure accounts are not required.

20.90 Special Budgeting Issues

20.90.01 Appropriation Lapsing

The maximum life of any appropriation is two and one-half years (thirty months) under the provision
of Article V § 55, of the Oklahoma Constitution. Every appropriation made by the Legislature shall
have a lapse date, and no payment against any appropriation will be made by OMES after such lapse

date.

Appropriations are generally designated by the Legislature as being "subject” or "not subject" to fiscal
year limitations, and are therefore classified by OMES as either "fiscal" or "non-fiscal" respectively.
In the absence of any specific legislative guidance, OMES will interpret the appropriation to be "not

subject" and therefore non-fiscal.

When appropriations have been designated as fiscal, they generally have a life of one fiscal year. This
type of appropriation will ordinarily specify two dates. One will be the ending date after which the
agency can no longer encumber or otherwise incur obligations against the appropriation (commonly

at the close of the fiscal year for which the appropriation was made). The second date will be the
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date after which the balance of any unexpended cash shall be transferred to the original source class

funding (normally on November 15t following the related fiscal year end).

Non-fiscal appropriations generally have a life of two and one-half years from date of passage, during

which time encumbrances and payments may be made.

Continuing or revolving class fundings are considered to have continuous appropriations, but are
subject to annual budgets. Therefore, such class fundings operate similarly to fiscal appropriations,
except that any unexpended cash balance on November 15t is not transferred out, but retained in

that class funding to meet the obligations of the then current budget period.

20.90.02 Line Item Budgeting for Information Technology

A. Effective beginning FY2013, agencies were requested to separately identify IT functions within
their budgetary structures. This was accomplished in most instances through the use of “88”
division/department coding unless an alternate structure was approved. In most cases, as directed
by OMES and being the preferred approach, agencies mapped existing IT departments [with number
and description] into a new division that begins with 88. For example, where a Division 10 may have
formerly used Department 1000088 as “Administration Data Processing”, it would now be 8800001,
still “Administration Data Processing”. Agency budget structures should continue to separately

identify divisions/departments for IT functions.

B. HB 2062 (62 0.S. § 35.5), signed into law May 29, 2013 further directs that certain elements of IT
expenditures be budgeted as a separate line item within agency budgets. For that reason, all agencies
must budget the cost of their IT Shared Services to expenditure code 515380. This account code
should only be used for the cost of IT Shared Services contracted with OMES-ISD.
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30.00 Overview: Receipting and Depositing

All monies received by a state agency, regardless of revenue source must be deposited in a class
funding maintained by the Office of the State Treasurer (OST). The duties of OST include, but are not
limited to the receiving, depositing, and disbursing all state monies and processing and distributing
all state warrants. OST maintains a class funding for each collecting agency for the clearing of checks

and for processing refunds prior to transfer to Treasury class fundings.

The monies received by agencies can be deposited into either an Agency Clearing Account (ACA) class
funding and/or an Agency Special Account (ASA) class funding depending on the agency and purpose
of the monies. Each agency has an ACA class funding in which to deposit any revenues collected by
the agency on a daily basis. Not all agencies have an ASA class funding since these are established

under special conditions.

This chapter covers the receipting of monies by state agencies and the deposit of these monies into
either an ACA or ASA class funding. It will also discuss the guidelines for each of these and the process

used to make corrections to deposits if necessary.
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30.10 State Agency Receipting

30.10.00 Overview and Subtopics Listing

A. Overview
Monies received by state agencies should be endorsed by the agency and deposited into a state
depository class funding, i.e. the agency’s Agency Clearing Account (ACA) class funding or Agency

Special Account (ASA) class funding.

POINT OF EMPHASIS: While both of the above names contain the word “account” these are
known as class fundings identified by the third field of the Account Code Structure and in the

State Accounting System.

This section will discuss the depositing of monies, along with actions that should be taken by each

agency when monies are received.

B. Subtopics Listing
01 Receipt of Monies by State Agencies

30.10.01 Receipt of Monies by State Agencies

Monies received by a state agency, regardless of revenue source must be deposited into the State

Treasury. According to 62 0.S. § 34.56, it shall be the duty of each state agency, officer or employee,

to deposit in the Agency Clearing Account (ACA) class funding, or Agency Special Account (ASA) class

funding, all monies of every kind, including, but not limited to:

1. Taxrevenues;

2. Receipts from licenses, examinations, per diem and all other reimbursements, fees,
permits, fines, forfeitures and penalties; and

3. Income from money and property, grants and contracts, refunds, receipts,
reimbursements, judgments, sales of materials and services of employees, and
nonrevenue receipts, received by a state agency, officer or employee by reason of the

existence of and/or operation of a state agency.
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POINT OF EMPHASIS: No monies will be deposited in banks or other depositories
unless such bank account is maintained by the Office of the State Treasurer or is

approved for the deposit of authorized Imprest Cash Funds (petty cash funds).

The Office of the State Treasurer (OST) is authorized to accept only the following deposits to State
Treasury: cash; bank drafts; bank cashier's checks; federal treasury checks; and other forms of

remittance which are uniformly honored for payment. The Treasurer is further authorized to accept

deposits of monies directly to official depository class fundings. (62 O.S. § 34.56.D and § 34.57)

Deposits which are uniformly honored (cashier’s checks, federal treasury checks, etc.), are to be made
directly into treasury class fundings. Agencies are allowed to deposit other receipts directly into
treasury class fundings if the Agency Clearing Account class funding maintains a sufficient balance to
cover return items such as returned checks, credit card adjustments, credit card returns, and other

debit items.

All checks, drafts, orders and vouchers so deposited shall be credited and cleared at par and should
payment be refused on any such check, draft, order or voucher, or should the same prove otherwise
worthless, the amount thereof shall be charged by OST against the Agency Clearing Account class
funding; and the person issuing the check, draft, order or voucher shall be charged a fee of Twenty-
five Dollars ($25.00) to cover the costs of processing each returned check; provided, such charge shall
not be made unless efforts have been made to present such check, draft, order or voucher for
payment a second time. Unless otherwise provided by law, such fee shall be deposited to the
revolving class funding of the state agency to which the check, draft, order or voucher was issued. If
no revolving class funding exists for the state agency, then such fee shall be deposited to the General

Revenue Fund. OST shall not accept for deposit to any Agency Clearing Account class funding, or any

Agency Special Account class funding, created pursuant to the provisions of 62 0.S. § 34.56, any
warrant, check, order or voucher drawn against any state class funding in favor of any individual or
other person except the state officer, department, institution or agency for which class funding the
deposit is made, or a bona fide student enrolled at any of the state institutions of higher learning
when such warrant, check, order or voucher is endorsed to the institution as payment of any fees or

other accounts due such institution.
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There should not be any disbursements made from such receipts prior to this deposit. All checks

received must be restrictively endorsed immediately upon receipt.

All monies collected by an agency shall be deposited in the Agency Clearing Account class funding or

Agency Special Account class funding as follows:

1. Receipts of One Hundred Dollars ($100.00) or more shall be deposited on the same banking

day as received; and

2. Receipts of less than One Hundred Dollars ($100.00) may be held until accumulated
receipts equal One Hundred Dollars ($100.00) or for five (5) business days, whichever

occurs first, and shall then be deposited no later than the next business day.

Each state agency that has custody of receipts of less than One Hundred Dollars ($100.00) shall

provide adequate safekeeping of such receipts. Exceptions to the deposit requirement are discussed

at 30.90.02.

At least once each month each state agency shall transfer monies deposited in Agency Clearing
Account class fundings to the various treasury or depository class fundings, subdivisions of the state,
or functions as may be provided by statute and no money shall ever be disbursed from the Agency

Clearing Account class funding for any other purpose, except in refund of erroneous or excessive

collections and credits.

30.20 State Agency Depositing

30.20.00 Overview and Subtopics Listing

A. Overview
Agency Clearing Account (ACA) class fundings and Agency Special Account (ASA) class fundings,
as discussed in Chapter 10 are official depository class fundings established in the State Treasury.
Each agency has an ACA class funding in which to deposit any revenues collected by that agency
on a daily basis. ASA class fundings are depository class fundings in the State Treasury,

established under specific conditions for a state agency. This section will discuss an ACA class
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fundings and ASA class fundings along with what is considered to be an official depository and

the process for making deposit corrections.

B. Subtopics Listing:

01 Agency Clearing Account (ACA) Class Fundings
02  Agency Special Account (ASA) Class Fundings
03  Official Depository and Deposit Corrections

POINT OF EMPHASIS: While both of these class funding names contain the word “account” these
are known as class fundings identified by the third field of the Account Code Structure and in the

State Accounting System.
30.20.01 Agency Clearing Account (ACA) Class Fundings

Agency Clearing Account (ACA) class fundings are established and maintained for each agency by the
Office of the State Treasurer (OST) in accordance with 62 O.S. § 34.57. Each agency has an ACA class
funding in which to deposit any revenues collected by that agency on a daily basis. It is called a
clearing account since all items of revenue are to be held there until such items have been honored
by the paying entity (e.g., personal checks against bank accounts). Once these items have "cleared”,
the revenues should be transferred for deposit in the various class fundings and subdivisions of the
state or functions as provided by statute. Transfers must be made at least once each month. All
refunds of any erroneous or excessive collections must be made from these ACA class fundings.
Refunds may be written on manual checks with issue information entered on the OST’s automated
payment system or vouchers may be processed on throught OST’s automated payment system and

printed by OST.

POINT OF EMPHASIS: No money shall ever be disbursed from any Agency Clearing

Account class funding, except for refund of erroneous or excessive collections, credits
and payment of sales tax to the Oklahoma Tax Commission (OTC), and manual

disbursement of EFT returns.
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Authorized expenditure codes for Agency Clearing Accounts class fundings are:

Expenditure Codes | Names

539110 Interagency Pmts-Admin Exp (OST Fee Charges)

553190 Refunds-Overpayment Charges-EFT Returns

561210 Taxes Remitted to OK Tax Comm

562120 Transfer to Treasury Class Fundings using ONUS Transfers
562130 Transfer to Agency Special Account using ONUS Transfers
562150 Transfer to Treasury Class Fundings using vouchers

See 60.10 and 60.20 for instructions for the completion of Agency Clearing Account (ACA) class

funding reconciliation OMES Form 11.

Each state agency and institution authorized to use an Agency Clearing Account class funding shall
furnish OMES monthly reports showing the balances and transactions within each class funding and
a reconciliation of the balance shown on the Treasurer's statement to the account balance as shown
in the agency records. Summarized voucher information must be entered on the State’s Accounting

System and submitted to OMES for approval and posting.

POINT OF EMPHASIS: The Office of the State Treasurer will not honor vouchers disbursing and
transferring money from Agency Clearing Accounts when notified that required reports have not

been filed by the related agency (62 O.S. § 34.58).

30.20.02 Agency Special Account (ASA) Class Fundings

Agency Special Account (ASA) class fundings are depository class fundings in the State Treasury,
established under specific conditions for a state agency. Pursuant to the provisions of 62 O.S. § 34.56,
this type of class funding may be established only with the approval of OMES, and only for receipt
and disbursement of monies for specific purposes. Requests by a state agency for the establishment

of an ASA class funding must be made on OMES Form 18.
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Disbursements from such ASA class funding are made on vouchers issued directly against the ASA
class funding by the agency concerned. The vouchers are signed by an authorized person as
designated by the administrative authority of the agency and counter-signed by the agency's
principal fiscal officer. Issue records must be entered into the State Treasure’s automated payment
system when vouchers are written. Vouchers may also be processed on the State Treasurer’s

automated payment system and printed by OST.

An ASA class funding differs from an appropriated treasury class funding in that monies from an
appropriated treasury class funding may be expended only upon warrants issued by the Office of the
State Treasurer, with such expenditures being subject to approval and encumbrance by Office of
Management and Enterprise Services. In contrast, the ASA class funding provides the agency with its
own checkbook but requires an accounting of receipts and expenditures to the Office of Management

and Enterprise Services (OMES) .

Certain agencies need the capacity to issue warrants outside of the normal procedures established
by OMES. These situations can be summarized into three basic categories: amounts held in trust;
enterprise funds; and gifts and devises. The ASA class funding mechanism was designed by the State

Legislature to eliminate agency-managed outside bank accounts.

Note: Many ASA class fundings have been converted to what is known as “700 Class
Fundings”. “700 Class Fundings” are legally still ASA class fundings where
transactions are processed in a manner similar to other Treasury class fundings,
negating the requirement to file monthly reports with OMES. When an agency’s
payments are processed from “700 Class Fundings” by OMES, an advice of issuance is
automatically submitted to the Office of the State Treasurer in that processing day’s
business. The Treasurer’s office may not redeem warrants from “700 Class Fundings”
if issue records have not been submitted via the file transmitted to OMES from the
agency. Pursuant to the provisions of 62 0.S. § 89.6, the Treasurer’s office may charge
a fee per warrant that is processed without an issue record. See 50.10.02.E for “700

Class Funding” procedures.
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Each state agency and institution authorized to use an ASA class funding (62 0.S. § 34.56 and 34.57)

shall furnish the Office of Management and Enterprise Services monthly reports showing the
balances and transactions within each class funding and a reconciliation of the balance shown on the
Treasurer's statement to the class funding balance as shown in the agency records and the State
Accounting System. Summarized voucher information must be entered in the State Accounting

System and submitted to OMES for approval and posting.

POINT OF EMPHASIS: The Office of the State Treasurer will not honor vouchers disbursing and
transferring money from Agency Special Account class fundings when notified that required reports

have not been filed with OMES by the related agency (62 O.S. § 34.58).

30.20.03 Official Depository and Deposit Corrections

A. Official Depository
The Office of the State Treasurer (OST) requires state agencies to deposit monies into the State’s
bank account only at designated and approved banking institutions. Agencies must receive
approval from OST for any banking institution they wish to use. After approval is obtained,
agencies will deposit money into the State’s bank account at the designated institution. The
agency must then enter the deposit record into the State Accounting System to notify OST of the

deposit that was made at the approved banking institution.

OST has established a 10:00 a.m. cutoff for deposits entered into the State Accounting System for
posting to the Treasurer’s statement on the same day. Any deposit entered after that time will

post to the Treasurer’s statement on the following day.

OST has established a 1:30 p.m. cut-off for deposits received in its office to ensure the deposit is
picked up for processing by the bank as part of the current day’s business. Any deposits received
in the OST after 1:30 p.m. may not be processed or picked up by the bank until the following day.
Questions concerning deposits or official depositories must be made to the OST at (405) 521-
3191.
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B. Deposit Corrections
To make a correction to the Agency (business unit), Class Funding or dollar amount, an OMES
Form 76, Deposit Correction must be completed and submitted to OST. To make a correction to

the Fund Type, Department, Account, or CFDA, an OMES Form 76, must be completed and

submitted to OMES. The form is designed to list the information per the deposit and the

requested change. The Journal ID must be listed and a copy of the Deposit must be provided with

the OMES Form 76. This deposit correction process is available for Official Depository class

fundings processed through OST.

Agencies can process entries into the State Accounting System to correct deposit errors between

class fundings when the net amount of the entry is $0.00.

30.90 Special Receipting and Depositing Issues

30.90.01 Cash Allocations to Satisfy Appropriations

Allocations of cash to satisfy appropriations made by the State Legislature will normally be made by
OMES on or about the Tuesday following the second Monday of the month. 62 0.S. § 79 provides, "All
monies that shall be received during any calendar month by any state officer, state board, state
commission or the members or employees of either thereof, accruing as a part of State's general
revenue or any other appropriated class fundings, unless otherwise specifically provided by statute,
shall be paid into the State Treasury, - that is, transferred from the official depository class funding
to the (appropriated) class fundings in the State Treasury to which the same belongs by the authority
- so receiving the same on or before the second Monday following the close of the calendar month in
which such monies shall have been received." (emphasis added) Timeliness of transfers from Agency
Clearing Account class fundings to appropriated class fundings is important so that OMES can meet
allocation deadlines. OMES will notify each agency of the amount of its monthly cash allocation at

the time such allocation is made.
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30.90.02 Deposit Requirement Exceptions

District offices under the control of the Corporation Commission shall be permitted to make deposit
of receipts on a monthly basis, provided that such receipts must be deposited within the month
received or when such receipts equal or exceed One Hundred Dollars ($100.00), whichever first

occurs.

The Oklahoma Tourism and Recreation Department and entities under its control shall be required
to make deposit of receipts on a weekly basis, provided that such receipts must be deposited within
seven (7) calendar days from the date received or when such deposits equal or exceed Five Hundred

Dollars ($500.00), whichever first occurs.

SPECIFIC AGENCY EXCEPTION: Monies and revenues of the following agencies are exempt from the

requirements of this section:

e Oklahoma Municipal Power Authority
e Grand River Dam Authority
e (Oklahoma Ordnance Works Authority

e Midwestern Oklahoma Development Authority.

Monies used for investment purposes by the following agencies are exempt from the requirements

of this section, and shall be placed with the respective custodian bank or trust company:

e Oklahoma Firefighters Pension and Retirement System
e (Oklahoma Police Pension and Retirement System

e Uniform Retirement System for Justices and Judges

e Oklahoma Law Enforcement Retirement System

e Oklahoma Public Employees Retirement System

e Teachers' Retirement System of Oklahoma

e Oklahoma State Regents for Higher Education

e Employees Group Insurance Division

e Commissioners of the Land Office
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40.00 Overview: Purchasing

The Central Purchasing Act 74 0.S. § 85.1 was created and established by the Office of Management
and Enterprise Services (OMES) Purchasing Division. This Division is responsible for the
procurement functions and provides oversight of state agencies’ procurement activities as defined
by the Oklahoma Central Purchasing Act. OMES authorizes the payment of vouchers for purchases
dependent upon their compliance with the proper purchasing statutes and rules and the voucher

being properly supported by documentation.

40.10 Purchasing Policies

40.10.00 Overview and Subtopics Listing

A. Overview
The Central Purchasing Division of the Office of Management and Enterprise Services performs
procurement functions and provides oversight of state agencies’ procurement activities as
defined by the Oklahoma Central Purchasing Act (74 0.S. § 85.1, et seq.) The Division also is
responsible for assisting state agencies in resolving vendor issues. The Division’s State Use
Program assists in providing employment to persons with disabilities through state contracts
for products and services. Agencies covered by the Central Purchasing Act can refer to
(OMES’s) website:
http://www.ok.gov/DCS/Central Purchasing/CP Processes, Rules & Statutes/index.html for

applicable statutes and rules for purchasing. Agencies exempt from the requirements of the

Central Purchasing Act are identified below in this chapter, section 40.10.02.

SPECIFIC AGENCY EXCEPTION: Higher Education is exempt from the Central Purchasing Act
for agencies processing expenditures through OMES. Additionally, there are some agencies
with specific types of purchases which are exempt and some specific acquisitions of all

agencies are statutorily exempt.
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B. Subtopics Listing

01
02
03
04
05
06
07
08
09
10
11
12
13
14
15
16

17

State Purchasing System

Prior Approval by OMES

Competitive Bid Requirements

State Agency Acquisition Limits

Purchases from Special Entities

Authorization for Purchases “AFP” or “Authority Order”
Sole Source/Sole Brand Acquisitions

Statewide Contracts

Construction & Property Division Contracts

Office Space and Real Property Leasing Contracts
Encumbrance

Indefinite Quantity Encumbered Contracts

Contracts and Bid Documents

Methods State Agencies Should Use to Make Acquisitions
Change Order Requests

Ratification of Unauthorized Contracts Agreement of Obligation for Expense Incurred in a
Prior Year, and Settlement Agreement of Disputed Contracts

Vendor Registration

40.10.01 State Purchasing System

Article X § 23 of the Oklahoma State Constitution and state statutes require that all state agencies

operate an encumbrance system and prohibit any state agency or official from incurring any

obligation in excess of the unencumbered cash balance on hand in their class fundings.

POINT OF EMPHASIS: Except as otherwise provided, state statutes require that
whenever any agency enters into an agreement for the purchase of goods, wares,
merchandise, contractual services, or construction projects for which labor and
material must be furnished by vendors (utilities are considered a supply service),

such agreement (purchases) shall be evidenced by written contracts or purchase
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orders encumbered by the agency within a reasonable time (determined by the
Director of the Office of Management and Enterprise Services to be 30 days) against

the proper agency class fundings and accounts (62 0.S. § 34.62.1). If the time frame

is not met, additional justification is required.

In the case where purchases must be processed through the OMES Central Purchasing
Division, requisitions for written contracts or purchase orders are to be submitted to the
Central Purchasing Division for processing through the State Purchasing System. The
vendors for such contracts or purchase orders must first be in the State Vendor File. (See

subsection 40.10.16, in this chapter section for vendor file procedures.)

It is further provided that the Office of Management and Enterprise Services shall never authorize
payment of vouchers for such purchases unless the voucher is supported by one of the following

encumbrance documents. (62 0.S. § 34.62.4)

a. Contracts or purchase orders issued by the Office of Management and Enterprise
Services. (74 0.S. § 85.7)

b. Institutional or departmental purchase orders or contracts (sometimes called "agency-
issued orders") - These can be internal encumbrances such as with ‘Alternate System’
agencies (e.g. Higher Education) or ones established through the State Purchasing System
(74 0.S.§85.12.B).

c. Authorizations for purchases (sometimes called "AFPs" or "authority orders") - These

must be established as orders in the State Purchasing System (62 O.S. § 34.62.3).

d. Agreement of Obligation for Expense Incurred in Prior Year (available on the OMES website

under ‘DCAR Forms’).

Generally, any invoice or voucher dated prior to the date of any of the above mentioned encumbrance
documents shall be rejected by OMES. Any encumbrance document that is outstanding on the
records in the Office of Management and Enterprise Services when its class funding source or sources
lapse should be canceled, unless another current class funding source is assigned (62 O.S. § 34.62.4).

Agencies are required to cancel remaining encumbrance balances through the State Purchasing
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System as soon as they know the encumbrance will not be used, but no later than November 15t
after the fiscal year end. OMES will cancel said encumbrances when the appropriation is lapsed.

Agencies should not wait for OMES to cancel unneeded encumbrances.

The terms "services" or "contractual services" means direct engagement of the time and effort of a
contractor for the primary purpose of performing an identifiable task, rather than for the furnishing

of an end item of supply, 74 O.S. § 85.2.31. Suppliers that may incur travel expenses pursuant to an

acquisition by a state agency from the supplier shall include travel expenses in the total acquisition
price in the supplier’s bid, proposal, or quotation. A state agency shall not pay any supplier travel

expenses in addition to the total price of the acquisition. (74 0.S. § 85.40)

The State Constitution and state statutes provide that a few agencies and certain acquisitions of all
agencies are exempt from the Oklahoma Central Purchasing Act. (Listing of exempt agencies 74 O.S.
§ 85.3A and a listing of exempt acquisitions 74 0.S. § 85.12) In such cases, approval of requisitions
by the OMES Central Purchasing Division is not required. This does not, however, exempt any agency
from the provisions stated in the paragraphs above which require written contracts and purchase
orders to be encumbered. These encumbrances should be established through the State Purchasing

System, unless otherwise exempted.

Some of the procedures in this chapter pertain to issues related to the Oklahoma Central
Purchasing Act or procedures of the Office of Management and Enterprise Services. Specific
purchasing steps should be based on the rules and regulations issued by Office of Management and
Enterprise Services. Please refer to the Office of Management and Enterprise Services website at

http://www.ok.gov/DCS /for information on purchasing or

http://www.ok.gov/DCS/Central Purchasin

40.10.02 Central Purchasing Act Exemptions

No purchase order or contract shall be approved and encumbered in the State Purchasing System
unless it has first met the requirements of the Oklahoma Central Purchasing Act (74 0.S. § 85.1 et
seq.) with the following exceptions:
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1. Agencies exempt from the Oklahoma Central Purchasing Act as provided by state statute or

the State Constitution; (74 0.S. § 85.3A) Compliance with the provisions of the Oklahoma

Central Purchasing Act shall not be required of:
a. County governments;
b. The Oklahoma State Regents for Higher Education, the institutions, centers, or other
constituent agencies of The Oklahoma State System of Higher Education;
The telecommunications network known as OneNet;
d. The Department of Public Safety gun range ;
e. The Office of the State Treasurer for the following purchases:
i. services, including, but not limited to, legal services to assist in the
administration of the Uniform Unclaimed Property Act, as provided in 60 O.S.
§ 668, and
ii. software, hardware and associated services to assist in the administration of
cash and securities held by the state, as provided in 62 0.S.§ 71;
f. The Oklahoma Wheat Utilization, Research and Market Development Commission.
2. Certain acquisitions exempt from the Oklahoma Central Purchasing Act as provided by state
statute or the State Constitution, such as those listed in 74 0O.S. § 85.12.B;
3. Purchase orders and contracts entered into by one state agency with another; (74 0.S. § 581)
and

4. Contracts entered into by a state agency with a county, city, town or other governmental

entity. (74.0.5.§1008)

Note: The State Purchasing System shall be used to directly encumber these purchases, unless
otherwise exempted.
For specific instructions and forms, see OMES Central Purchasing Division at

http://www.ok.gov/DCS/Central Purchasing/

40.10.03 Competitive Bid Requirements

Competitive Bid requirements are documented in 74 0.S. § 85.7 and on the Central Purchasing
Divisions website at:

http://www.ok.gov/DCS/Central Purchasing/CP Processes, Rules & Statutes/index.html
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40.10.04 State Agency Acquisition Limits

State agencies shall make open market acquisitions not exceeding $5,000.00 that are fair and
reasonable unless an agency’s acquisition level has been reduced below $5,000.00 by the Central
Purchasing Division. Or if the agency has a Certified Procurement Officer (CPO) and internal
purchasing procedures found compliant by the Director of the Office of Management and Enterprise
Services, it may make acquisitions in excess of $5,000.00 as provided below pursuant to Central

Purchasing Administrative Rules 580: 16-7-13:

1. Acquisitions with a price exceeding $25,000.00, shall be made by facsimile, invitation to
bid, or solicitation by means of electronic commerce, receipt of bids and bid award by
the state agency;

2. For acquisitions over $5,000 and under $10,000, agencies shall solicit a minimum of
three price quotes from three suppliers. For acquisitions over $10,000 but not
exceeding $25,000, agencies shall solicit a minimum of ten (10) suppliers registered
from the supplier list compiled by the Central Purchasing Division in the appropriate
commodity classification. Selection of suppliers shall be rotated whenever more than
ten (10) suppliers are registered.

3. For acquisitions over $25,000.00 and not exceeding $50,000.00, the state agency shall
solicit all suppliers in the appropriate commodity classification from the registered
suppliers list compiled by the Central Purchasing Division along with any other
suppliers identified by the state agency. Suppliers that have been suspended or
debarred by the State Purchasing Director or the Federal government shall not be
awarded a contract. State agencies shall solicit prices and delivery dates by means of
sealed bid using mail or electronic commerce. The suppliers shall provide pricing and
delivery dates in accordance with the requirements of the solicitation. The state agency
shall make a written evaluation of criteria considered in selection of the supplier for the
acquisition. The written evaluation shall be placed in the acquisition file. All awards
shall be based on lowest and best or best value criteria

4. For acquisitions over $50,000.00 and not exceeding $100,000.00 (including freight,
handling charges, etc.) the state agency shall send a requisition to the Purchasing
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Director for approval, except as may otherwise be provided by statute. (74 0.S. §
85.7.A.1)

POINT OF EMPHASIS: In all purchases required to be made via competitive bids, it
shall be a felony to “split purchases” for the purpose of evading the requirement of

competitive bidding. (74 0.S. § 85.7.A.2.3)

An acquisition or contract for an amount not exceeding $5,000.°0 must meet the general requirements
under the Oklahoma Central Purchasing Act and Central Services Administrative Rules OAC 580. The
Oklahoma Central Purchasing Division Administrative Rules OAC 580 states such purchases may be
encumbered as “vendor specific” purchase orders and contracts or against authority orders (or AFP)
through the State Purchasing System (subsection below 40.10.06 on AFP’s). Also, for purchases
appropriate under the State Purchase Card (P-card) Program, subsection below 40.30, which refers

to the use of P-cards.

40.10.05 Purchases from Special Entities

A. Purchase of Prison Industries Goods and Services (57 0.S. § 549.1)
State agencies shall make maximum utilization of the goods and services produced by the

Oklahoma Correctional Industries (OCI) program of the Oklahoma Department of Corrections.

All offices, departments, institutions, agencies, counties, schools, higher education entities
(colleges and universities) or political subdivisions or any agency thereof of this state which are
supported in whole or in part by this state, should make purchases of articles and services

available from OCI if such article or service is the lowest and best bid. Purchases of prison

industries goods and services may be made through direct purchase order to the Oklahoma

Correctional Industries.

B. Purchase of Products and Services from the Severely Disabled (74 0.S. § 3001, et seq.)
The Office of Management and Enterprise Services State Use Committee, is responsible for
establishing a procurement schedule of products directly manufactured, produced, processed or

assembled, or services directly performed, offered or provided by any severely disabled person
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or qualified nonprofit agency for the severely disabled, as defined by statute. The Committee is
also responsible for determining the fair market price of such products and services. When state
agencies intend to procure any product or service of the nature included in the procurement
schedule, they shall secure the product or service from a disabled person or nonprofit agency
providing employment to people with severe disabilities and as certified by the Committee.
Procurements made pursuant to this procedure shall not be subject to the competitive bid
requirements of the Oklahoma Central Purchasing Act. Furthermore, this procedure does not
restrict a state agency from manufacturing or supplying its own products and services for its own

use.

Vendors are responsible for paying one percent (1%) of any contract for products or services of
the severely disabled to the OMES. The Office of Management and Enterprise Services shall
deposit said fee assessed against the qualified organization in the State Use Committee revolving

class funding, as created in 74 0.S. § 3004.2 for the salary and other administrative costs of the

buyer in the OMES Central Purchasing Division responsible for such contracts. Note: OMES has
ruled that all payments to a certified severely disabled person or qualified nonprofit agency for

the severely disabled are subject to the 1% fee.

40.10.06 Authorization for Purchases “AFP” or “Authority Order”

The Authorization for Purchases document also known as "AFP" or "Authority Order" is an
encumbrance document authorized by the Director of the Office Management and Enterprise
Services which permits an agency to make certain types of purchases not requiring the submission
of competitive bids (74 _0.S. § 85.7), or excluded from the purview of the Oklahoma Central
Purchasing Act (74 0.S. § 85.12), and for or on behalf of the State whenever the Director of the Office
of Management and Enterprise Services determines that the best interests of the State are served

thereby.

AFP’s are encumbered by the agency as an order in the State Purchasing System. OMES recommends
limited use of AFP's - only for purchases which the standard encumbrance process cannot serve.

Likewise, payment of utilities, telephone services (i.e., regulated services, not purchases), payments
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to other state agencies, and other acquisitions specifically exempt from the Oklahoma Central
Purchasing Act (no matter the cost) could be charged against an AFP order. However, many agencies
prefer to use “vendor” specific orders and this is highly recommended. AFP’s should never be used

for mandatory statewide contract purchases, postage, and normally professional service contracts.

POINT OF EMPHASIS: The administrative head of any agency shall be personally

liable for obligations incurred in excess of the authorization granted by the Director

of the Office of Management and Enterprise Services. (62 0.S. § 34.62.3)

AFP’s are restricted to purchased not to exceed $5,000. This limit is established as the amount not
requiring bidding/solicitations pursuant to Oklahoma Central Purchasing Division Administrative
Rules OAC 580, specifically, 580:16-7-13 “State agencies shall make open market acquisitions not
exceeding Five Thousand Dollars ($5,000.00) that are fair and reasonable.”

To establish an AFP for those purchases deemed appropriate, the agency must establish it as an order

in the State Purchasing System. These orders require the following:

A. Vendor ID # 0000001100 (standard number - others for P-card authority order
purchases)

B. The vendor will be ‘Authority Order Vendor’
The Expenditure Accountis 601100.

D. Enter the complete funding code stream and the amount to be encumbered. An agency

may opt for multiple funding code streams by entering additional distribution lines.

Note: When preparing vouchers against an authority order, users are required to change the vendor
number/ name on the Invoice Information tab to the actual vendor being paid. Also, on the

voucher, the account must be changed from 601100 to the proper account for the expenditure.

40.10.07 Sole Source/Sole Brand Acquisitions
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The term "sole source acquisition" is defined as an acquisition which, by specification, restricts the
acquisition to one supplier. The term “sole brand acquisition” is defined as an acquisition that by
specification restricts the acquisition to one manufacturer or brand name. (74 O.S. § 85.45j) When
an agency enters into a sole source/sole brand contract, it must document the reasons for the use

of this type of contract and a sole source or sole brand acquisition certification.

Specialized reporting by OMES is required on all sole source/sole brand acquisitions over $5,000
entered into by a state agency. This report is provided to select members of the House of

Representatives and State Senate.

POINT of Emphasis: Sole Source/Sole Brand Acquisitions exclude contracts with another

state agency and regulated utilities

For agencies subject to the Oklahoma Central Purchasing Act, OMES the Central Purchasing Division
will gather sole source/sole brand acquisition data from the State Purchasing System and report it to
OMES. Agencies (or purchases) exempt from the Oklahoma Central Purchasing Act, will be required

to report their executed sole source/sole brand data directly to OMES using an OMES Form 1933

Sole Source Contacts Exempt from Central Purchasing.

It is essential for agencies exempt from the Oklahoma Central Purchasing Act to complete all fields
shown for each contract data submitted. This includes using the Central Purchasing Division
established Category Code which is used in the report as the general identification of the sole source
contract purchase. A list of these codes can be obtained from the Central Purchasing Division. The
form is designed to include up to four (4) sole source acquisitions per form. The form should be

completed as follows:

1. Complete the 'FROM" section by including your Agency Name, Number (business unit
number), and Reporting Month.
2. Complete each sole source contract entry by entering:

a. Purchase Order Number
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b. If an adjustment to a previously reported contract, place an "X" in the
corresponding blank field and complete only the fields listed below affected by
such change.

Purchase Order Date

Vendor File ID Number

]

o

Vendor's Business Name
f.  Vendor Contact (if appropriate)
g. Category Code at Item Level and Amount per code

3. Identify an agency Contact Person and Contact Phone Number

The completed form must be submitted to OMES by the last working day of the month following the
reporting month (e.g, for contracts issued in July, the data must be submitted to OMES by August
31st). For reference, see Procurement Information Memorandum 1999-03 from the Central
Purchasing Division website at:

https://www.ok.gov/dcs/searchdocs/app/manage documents.php?id=974

40.10.08 Statewide Contracts

These are contracts entered into by OMES, Central Purchasing Division with a business entity
through competitive bid, against which all state agencies may purchase with the proper
encumbrance. To view these contracts, see the OMES Central Purchasing Division website

https://www.ok.gov/dcs/solicit/app/contractSearch.php

Agencies on the State Purchasing System can encumber their own releases against statewide
contracts by setting up a purchase order. Agencies that need assistance with the State Purchasing

System should contact the OMES Central Purchasing Division to make purchases.

A state agency may submit a written request to the State Purchasing Director to waive

requirements for a state agency’s use of a mandatory statewide contract for acquisitions.

Return to Main Table of Contents
Return to Chapter Table of Contents

Office of Management and Enterprise Services: Statewide Accounting Manual V&)


https://www.ok.gov/dcs/searchdocs/app/manage_documents.php?id=974
https://www.ok.gov/dcs/solicit/app/contractSearch.php

CHAPTER 40: PURCHASING

For specific instructions and forms, see Central Purchasing Division at:

http://www.ok.gov/DCS/Central Purchasing/index.html

40.10.09 Construction & Property Division Contracts

The Department of Central Services, Construction and Properties Division (CAP) is responsible for
Office of Management and Enterprise Services, Division of Capital Assets Management (DCAM)the
design, construction and maintenance of state facilities and has authority to contract for design and
construction services on behalf of state agencies. Pursuant to the Public Building Construction and

Planning Act, 61 0.S. § 201 through 220, CAP is mandated to administer the selection process,

maintain a registry for distribution to state agencies and political subdivisions and award the
contracts for state agencies for design consultants, construction managers and design-build firms.
While CAP has the statutory responsibility to issue bid solicitations and award all construction
contracts, regardless of size, on behalf of State agencies, CAP also has the latitude to assess the ability
of State agencies to prepare solicitations and receive written bids for minor projects (OAC 580:20-1-
3). Written procedures developed by the Department have been adopted to allow state agencies to
make certain contract awards and solicit bids for minor projects according to the acquisition
thresholds stated in the Public Competitive Bidding Act of 1974, 61 O.S. § 101 through 138. Any
contract above the lowest threshold for minor maintenance or minor repair work must be awarded
by CAP. The term “construction” generally means the process of planning, acquiring, designing,
building, equipping, altering, repairing, improving, maintaining, or demolishing any structure or
appurtenance thereto including facilities, utilities, or other improvements to any real property (61

0.5.§202).

For specific instructions and forms, see CAP at:

http://www.ok.gov/DCS/Construction & Properties/index.html (Note: Leasing and rental of

buildings and real property is processed by the DCAM Real Estate and Leasing Services. (See
40.10.10)
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40.10.10 Office Space and Real Property Leasing Contracts

The Division of Capital Assets Management (DCAM) is statutorily charged with the administration of
real property leasing and space management for state agencies occupying space in state-owned and

operated facilities and privately-owned facilities(74 _0O.S. § 63 and 74 O.S. § 94). The program

authorizes the amount of space agencies may acquire and executes all leasing contracts on behalf of
the agencies. The Director of the Office of Management and Enterprise Services has delegated these

responsibilities to the State DCAM Real Estate and Leasing Services (REALS)

Uniform leasing and space standards were established in 1989 in accordance with statutory
requirements. Primary program objectives are to ensure the amount of real estate held by state
agencies is consistent with present and future needs, and that agencies obtain the best possible rental
rates. These objectives are accomplished by the Real Estate and Leasing program through detailed
space evaluations, evaluation of requests for proposals; space planning to meet the user agency’s
needs; approval of space modifications; preparation of legal documents; and the negotiation of rental

rates, terms, and conditions of leases on behalf of state agencies.

Real Estate and Leasing Services (REALS) also provides real estate services to state agencies related
to buying and selling real property as well as granting easements and surface leases on state land to
non-state entities. REALS also maintains the state’s real property inventory database for all land

owned by the State of Oklahoma.

The (DCAM), Real Estate and Leasing Services has specific instructions and forms for this area at

http://www.ok.gov/DCS/Construction & Properties/State Leasing/index.html

40.10.11 Encumbrance

Article X § 23 of the Oklahoma State Constitution and state statutes require that all state agencies
operate an encumbrance system and prohibit any state agency or official from incurring any

obligation in excess of the unencumbered cash balance on hand in their class fundings.
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According to 62 0.S. § 34.62, encumbrance requirements for payments from class fundings of the

State shall include the following:

A. Whenever departments, institutions, boards, commissions or agencies of this state enter into
contracts for, or on behalf of the State for the purchase of goods, wares or merchandise, or
for construction of buildings, roads, bridges or any other thing for which labor and materials
must be furnished by outside vendors, such agreement shall be evidenced by written
contracts or purchase orders, and must be transmitted to the Office of Management and
Enterprise Services within a reasonable time as determined by the Office of Management and
Enterprise Services from the date of awarding of such contract or purchase order. This is
evidenced by an encumbrance in the State Accounting System entered within 30 days of the

contract or purchase agreement.

B. The Office of Management and Enterprise Services shall charge such contracts, purchase
orders or agreements, against the proper appropriation allotment class fundings as an
outstanding order until it is liquidated by payment of a voucher, or vouchers, against said

contracts or purchase orders, or by cancellation.

C. The Director of the Office of Management and Enterprise Services shall have the authority,
and is hereby given the power to authorize departments, institutions, boards, commissions
or agencies of the State to make purchases not requiring the submission of competitive bids
pursuant to 74 0.S. § 85.7, or excluded from the purview of the Oklahoma Central Purchasing
Act pursuant to 74 0.S. § 85.12, for or on behalf of the State whenever the Director of the

Office of Management and Enterprise Services determines that the best interests of the State
are served thereby. The administrative head of any agency shall be personally liable for
obligations incurred in excess of the authorization granted by the Director of the Office of

Management and Enterprise Services.

D. The Director of the Office of Management and Enterprise Services shall never authorize
payment of vouchers for the purchase of goods, wares and merchandise, or vouchers for
contractual services, for any agency of the state unless it is supported by:
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(1) contract or purchase orders of the Office of Management and Enterprise Services, or
(2) institutional purchase orders or contracts, or

(3) departmental purchase orders or contracts, or

(4) authorizations for purchases granted by the Director of the Office of Management and

Enterprise Services as provided by subsection C of this section.

Any invoice or voucher dated prior to the date of any of the above-mentioned encumbrance
documents shall be rejected by the Office of Management and Enterprise Services. Any
encumbrance document that is outstanding on the records in the Office of Management and
Enterprise Services when its class funding source or sources lapse shall be canceled unless

another class funding source is assigned, except for encumbrances for capital outlay.

E. The Commissioners of the Land Office shall be authorized to make payment of fees to its
custodial bank and investment managers from the proceeds of total realized investment gains
and such payments may be made from a designated class funding hereby created in the State
Treasury for this purpose. Total payments for this purpose in a fiscal year shall not exceed
one-half percent (0.5%) of the market value of the cash and investments under the

Commissioner's management on June 30 of the previous year.

40.10.12 Indefinite Quantity Encumbered Contracts

When requesting an indefinite quantity encumbered contract, the agency must estimate the quantity
of goods or volume of services to be used during the contract period and the contract will actually be
encumbered based on the estimated amount. No subsequent encumbrance documents must be filed,

unless the contract quantity needs to be increased or decreased.

Central Purchasing requires the following information be submitted with requisitions (State
Purchasing System users will prepare such requisition request electronically on the system) to

establish an indefinite quantity encumbered contract:
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1. the OMES requisition number and the related purchase order number of such prior
purchase;

2. the actual usage figures for each commodity or service for said prior purchase and the
number of months to which the usage data applies;

3. maintenance contracts that have a fixed rate portion and a variable portion should have a
line for each (Copier maintenance contracts that have a variable fee based on the number
of copies is an example of this.); or

4. if the contract is a first-time, with no prior numbers or usage, indicate this and provide the

estimated usage.

Non-binding language shall be in substantially the following form:

“THIS CONTRACT IS FOR AN INDEFINITE QUANTITY AND THE STATE MAY, OR MAY NOT, BUY THE
QUANTITY MENTIONED IN THIS CONTRACT. VENDOR MUST CLEAR ALL SHIPMENTS WITH
AGENCY PRIOR TO SHIPPING ANY PORTION OF THIS CONTRACT.”

40.10.13 Contract and Bid Documents

A. Any competitive bid submitted to the State of Oklahoma for goods or services and each contract
for goods and services awarded by the state shall have a certificate of non-collusion. (74 O.S. §
85.22)

B. Inaddition to the certificate set forth in item A. above, 61 0.S. § 108 requires a written statement
under oath to accompany the bid on public construction contracts identifying any business
relationships between the bidder and the architect, engineer or other party to the project. A
public construction contract is defined as, any contract awarded by any public agency for the
purpose of making any public improvements or constructing any public building or making

repairs to the same.

C. Also, 74 0.S. § 85.42.B, requires that “Each contract entered into by any person or firm with the

State of Oklahoma shall include a statement certifying the following:
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No person who has been involved in any manner in the development of this
contract while employed by the State of Oklahoma shall be employed to fulfill

any of the services provided for under said contract.

This subsection shall not preclude faculty and staff of the institution within the State System of
Higher Education from negotiating and participating in research grants and educational
contracts. Nor shall this subsection apply to personnel of the Capital Resources Division of the
Oklahoma Department of Commerce who contract to provide services to the Oklahoma

Investment Board.

For specific instructions and forms, see Central Purchasing Division at:

http://www.ok.gov/DCS/Central Purchasing/index.html

40.10.14 Methods State Agencies Should Use to Make Acquisitions

State agencies shall make acquisitions using a method of acquisition in this section.
A. Statewide Contracts
The State Purchasing Director shall designate statewide contracts as mandatory or non-
mandatory.
1. Mandatory statewide contract. The State Purchasing Director may designate
a statewide contract for mandatory use. State agencies shall make acquisitions
from mandatory statewide contracts regardless of the acquisition purchase
price. A state agency may submit a written request to the State Purchasing
Director to waive requirements for a state agency's use of a mandatory statewide
contract for acquisitions. The State Purchasing Director shall grant exceptions
prior to a state agency making the acquisition from another supplier.
2.  Non-mandatory statewide contracts. State agencies may use non-mandatory
statewide contracts when an agency determines it is in the best interest of the
State.
B. State Use Committee
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State agencies shall make acquisitions from suppliers on the State Use Committee
procurement schedule regardless of the acquisition purchase price if the supplier's
delivery date meets state agency requirements. State Use Committee contracts are
mandatory contracts. State agencies shall utilize the State Use Committee procurement
schedule to ensure all acquisitions are made pursuant to 74 0.S. § 3001, et seq. If an
acquisition is available from both the State Use Committee procurement schedule and the
Oklahoma Correctional Industries, the state agency shall make the acquisition from the
State Use Committee procurement schedule. The Office of Management and Enterprise
Services (OMES), State Use Committee, is responsible for establishing a procurement
schedule of products directly manufactured, produced, processed or assembled, or
services directly performed, offered or provided by any severely disabled person or
qualified nonprofit agency for the severely disabled, as defined by statute. The
Committee is also responsible for determining the fair market price of such products and
services. When state agencies intend to procure any product or service of the nature
included in the procurement schedule, they shall secure the product or service from a
disabled person or nonprofit agency providing employment to people with severe
disabilities and as certified by the Committee. Procurements made pursuant to this
procedure shall not be subject to the competitive bid requirements of the Oklahoma
Central Purchasing Act. Furthermore, this procedure does not restrict a state agency

from manufacturing or supplying its own products and services for its own use.

Vendors are responsible for paying one percent (1%) of any contract for products or
services of the severely disabled to OMES. The Office of Management and Enterprise
Services shall deposit said fee assessed against the qualified organization in the State Use

Committee revolving class funding, as created in 74 0.S. § 3004.2 for the salary and other

administrative costs of the buyer in the OMES Central Purchasing Division responsible
for such contracts. Note: OMES has ruled that all payments to a certified severely disabled

person or qualified nonprofit agency for the severely disabled are subject to the 1% fee.

C. Oklahoma Correctional Industries
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If an acquisition is not available from the State Use Committee within the time period
required by the purchasing state agency, state agencies shall make acquisitions from the
Oklahoma Correctional Industries pursuant to 57 O.S. § 549.1. State agencies shall make
maximum utilization of the goods and services produced by the Oklahoma Correctional
Industries (OCI) program of the Oklahoma Department of Corrections. All offices,
departments, institutions, agencies, counties, schools, higher education entities (colleges
and universities) or political subdivisions or any agency thereof of this state which are
supported in whole or in part by this state, should make purchases of articles and services

available from OCI if such article or service is the lowest and best bid. Purchases of prison

industries goods and services may be made through direct purchase order to the

Oklahoma Correctional Industries.

D. Standard contracts

1. Contract for definite quantity. If a state agency is able to establish a definite
quantity of items or services for an acquisition, the State Purchasing Director or
the state agency may establish a contract for acquisition by the state agency.

2. Contract for indefinite quantities. If an agency is unable to establish a definite
quantity of items or services for an acquisition, the State Purchasing Director or
the state agency may establish a contract for an indefinite quantity of items or
services.

3. Contract for scheduled acquisitions. When a state agency's needs for certain
items are compiled (aggregated) and purchased in bulk at predetermined
intervals, the State Purchasing Director or the state agency may establish a
contract for scheduled acquisitions. The intervals shall be established in
accordance with market characteristics or using agency consumption patterns,
with consideration of seasonal factors and warehousing facilities. A schedule
shall be developed for particular commodities monthly, quarterly, or annually. If
a contract for scheduled acquisitions is established for a state agency, the state
agency shall not make open market purchases for the same commodity or group

of commodities.
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4. Open market contracts. State agencies may make open market acquisitions
within their approved purchasing authority limit, pursuant to provisions of the
Oklahoma Central Purchasing Act, rules of the Purchasing Division and the

agency's approved internal purchasing procedures.

E. Sole source and sole brand contracts
1. State agencies with a CPO and approved internal purchasing procedures
meeting the requirements of OAC 580:16-5-3 and 580:16-5-7

http://ok.gov/DCS/Central Purchasing/CP Processes, Rules & Statutes/index.

html, may requisition a sole source or sole brand acquisition within the agency’s
purchasing authority limit pursuant to the provisions of the Oklahoma Central
Purchasing Act.

2. The chief administrative officer of each state agency shall submit to the State
Purchasing Director a monthly listing of all sole source and sole brand
acquisitions exceeding Five Thousand Dollars ($5,000.00) executed by the state
agency in the preceding month pursuant to the Oklahoma Central Purchasing Act.
The monthly list shall be submitted on a form prescribed and approved by the
State Purchasing Director.

3. If the sole source or sole brand acquisition amount exceeds the agency’s
purchasing authority, the agency shall submit the requisition to the State
Purchasing Director.

Note: Sole Source or Sole Brand acquisition documentation must include a sworn
certification Form 002 on the Central Purchasing website at

https://www.ok.gov/dcs/searchdocs/app/manage documents.php?id=275

40.10.15 Change Order Requests

When an agency finds it necessary to amend an existing contract outstanding on the records of OMES,
the agency may be required to initiate a change order request. Change orders shall be processed
according to “The Central Purchasing Act”, 74 0.S. § 85.1 et seq., and the “Central Purchasing
Administrative Rules”, OAC 580:16. The State Purchasing Director may deny a requested change
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order which exceeds the scope of the original solicitation. Contracts including component or phased

deliveries may be increased by an amount that does not exceed ten percent (10%) of the total

acquisition purchase price. In determining the ten percent (10%) dollar amount, the cumulative

value of all change orders shall be compared to the original total acquisition price. All other contracts

may be increased only if the change order does not exceed the scope of the original solicitation.

A. Change Order Requests to Contracts Issued by the Office of Management and

B.

Enterprise Services (OMES) Central Purchasing Division.
Change order requests, OMES /Purchasing Form 010A and Form 010B shall be signed by the

person requesting the change and the agency approving authority. The change order forms
may be located at (Form 010A)
https://www.ok.gov/dcs/searchdocs/app/manage documents.php?id=281, and (Form

010B) https://www.ok.gov/dcs/searchdocs/app/manage documents.php?id=282. The

change order shall be submitted electronically to the OMES Central Purchasing Division.
The change order shall be processed by the Central Purchasing Division upon approval by
the State Purchasing Director. Change orders shall become a part of the contract and placed

in the contract file.

1. Contract Renewals-OMES Issued. Change order requests to exercise the option to renew

a multi-year contract must be submitted to OMES /Central Purchasing Division. In
addition, the change order request shall include the renewal year (i.e., second year of a

three year agreement), the renewal period, and the total contract agreement period.

Change Order Requests to Contracts Issued by the State Agency.

Change order requests must be signed by the person requesting the change and the agency
approving authority. The change order shall be processed by the state agency Certified
Procurement Officer (CPO) up to the agency’s acquisition authority. OMES Form 10A or Form
10B may be used to document the change order. Any change order which would increase the
total dollar amount above the agency’s acquisition authority must be approved by the State

Purchasing Director. The contract file and all related documentation must be submitted to

Return to Main Table of Contents
Return to Chapter Table of Contents

Office of Management and Enterprise Services: Statewide Accounting Manual 5]


https://www.ok.gov/dcs/searchdocs/app/manage_documents.php?id=281
https://www.ok.gov/dcs/searchdocs/app/manage_documents.php?id=282

CHAPTER 40: PURCHASING

OMES /Central Purchasing Division for approval and processing. Change orders shall become

a part of the contract and placed in the contract file.

1. Contract Renewals - State Agency Issued. Change order requests to exercise the option

to renew a multi-year contract shall be processed as described above (270.B.). In
addition, the change order request shall include the renewal year (i.e., second year of a

three year agreement), the renewal period, and the total contract agreement period.

C. TBD Encumbrances. Changes may be required at the start of each fiscal year when “TBD”

accounts are included as a part of the contract’s distribution (funding) record. The TBD
account must be changed to a valid account code prior to vouchers being paid. The state
agency may change the TBD account to a valid account code without submitting the change
order request to OMES/Central Purchasing Division. This applies to change orders on
contracts processed by the state agency or the Oklahoma Central Purchasing Division.

Change orders shall become a part of the contract and placed in the contract file.

Note: OMES sends advisory notices to the respective agencies for their correction of the

discrepancy as needed.

D. Distribution Record Changes. The state agency may change the distribution (funding) record
(no dollar amount changes) without submitting the change order request to OMES/Central
Purchasing Division. This applies to change orders on contracts processed by the state
agency or the OMES/Central Purchasing Division. Change orders shall become a part of the

contract and be placed in the contract file.

E. PO Reconciliation. The state agency, if authorized by OMES, may reconcile (close) POs

without submitting the change order request to OMES Central Purchasing Division. This
applies to change orders on contracts processed by the state agency or OMES. Change orders
shall become a part of the contract and be placed in the contract file.

40.10.16 Ratification of Unauthorized Contracts, Agreement of Obligation for Expense

Incurred in a Prior Year, and Settlement Agreement for Disputed Contracts
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A. Ratification of Unauthorized Contract
If a state agency makes an unauthorized commitment on behalf of the state to a supplier, the state
may, if in the best interest of the State, ratify the commitment. As it applies to this procedure,
"Ratification Agreement" means a document that reflects an agreement between the State and an

individual or business entity that ratifies an unauthorized commitment.

1. State agency actions
The chief administrative officer of the state agency shall approve or disapprove a ratification
request.
a. Chief administrative officer approves request.
If the chief administrative officer approves the request, the state agency shall perform
steps as follows.
i. The state agency shall negotiate a proposal for a ratification agreement with the
supplier.
ii. The chief administrative officer shall sign the proposed ratification agreement.
iii. The chief administrative officer shall document facts and circumstances of the
unauthorized commitment.
iv. The chief administrative officer shall provide a copy of the ratification agreement
and the supporting documents to the State Purchasing Director.
b. Chief administrative officer disapproves request.
If the chief administrative officer disapproves the request, the state agency shall

retain documents from the supplier and the state agency.

2. State Purchasing Director actions
The State Purchasing Director shall retain a copy of the ratification agreement. (OMES-
Central Purchasing Rules 580:16-5-17). See Central Purchasing Division at

http://www.ok.gov/DCS/Central Purchasing/index.html

Note: This procedure should not be confused with the legal settlement agreement process
under the OMES Procedures Manual 50.10.06 which ratifies the proper fiscal year

expenditure requirements.
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B. Settlement Agreement
Structured settlement agreements are entered into by the Attorney General’s office in order to
settle any lawsuit involving the state, the Legislature, any state agency or any employee or official
of the state and are not subject to the competitive bidding requirements pursuant to 74 0.S. §
85.7 if:

1. prior to entering into any contract for the services of an entity to administer a structured
settlement agreement, the Attorney General receives proposals from at least three
entities engaged in providing such services, and

2. the selection of a particular entity is made on the basis of the response to the request
which is the most economical and provides the most competent service which furthers
the best interests of the state.

a. A list of any such structured settlement agreements entered into by the Attorney
General with summary thereon for the previous calendar year shall be submitted to
the Speaker of the House of Representatives and the President Pro Tempore of the

Senate on January 31 of each year.

40.10.17 Vendor Registration

The vendor file plays a critical role in the state system as all payees are considered vendors. This
includes suppliers, employees, garnishment vendors, attorneys, and so on. Vendor information in the
file is shared by Accounts Payable, Purchasing and Human Resource Management. Vendors are
assigned one Vendor Number per Tax Identification Number (TIN) in the PeopleSoft database. Each

vendor file may have multiple locations and addresses as appropriate.

A. Adding, Changing, or Updating Vendors

Any change to the vendor name or tax ID number requires setting up a new vendor in the system.

Vendors are added to the State vendor files in PeopleSoft both manually (non-registered) and via

the OK.gov Vendor Registration Portal (registered). Vendors who wish to receive bid

notifications  from  the  State  Central  Purchasing  Division  should  visit
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OK.gov Vendor Registration Portal to create their Registered Vendor profile. For assistance

with online registration, vendors should contact the OMES Help Desk by emailing

helpdesk@omes.ok.gov or calling (405) 521-2444 or toll free (866) 521-2444.

The OMES Form VEND is used to request additions, changes, or updates to the vendor file for
non-registered and registered vendors. To complete this document the State Agency must

complete Section [, including:

Requesting Agency Name

Agency Contact

Agency Phone Number

Agency Fax Number

Reportable 1099 Status (see page 2 of the form for information on determining 1099 status)
PeopleSoft Vendor ID

The vendor must then complete the remainder of the document. Please ensure the form is
complete and legible and that the e-mail address and phone number are provided. The address
requires a 9-digit zip code and US Postal Service formatting. If your vendor does not supply it,

please obtain it by using the US Postal Service Zip Code Lookup Tool to expedite the registration

process. The vendor must complete page 2 and the form must include the vendor’s signature.

If an agency receives notification that the vendor has had a change in 1099 tax exempt status, IRS
Name, or Tax ID number, the agency should contact the vendor to verify all previous information
and to determine which previous information should be inactivated. A new vendor form should

also be completed, signed, and resubmitted.

Forms for vendors should be faxed to Attention: OMES Vendor Registration, at (405) 522-3663.

Vendor forms may also be emailed to: vendor.form@omes.ok.gov. Forms received at OMES will

normally be processed within 48 hours. If processing has not occurred within that time, please
contact Vendor Registration directly at vendor.form@omes.ok.gov to inquire. Do not send

duplicate requests, as they only delay the process.
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Note: Notifications of change submitted by payee on company letterhead may be accepted in lieu
of the Vendor Payee Form, providing that the payee references the applicable information
currently on file including:

e Specific Change Requested

e [RS Legal name

e Doing Business As name (DBA)

e TaxId Number
All change requests not matching Name(s) and TIN currently on file require a new Vendor Payee

Form or W9 to be completed and signed by vendor.

B. Adding or Revising an Employee or Board Member
To add or revise an employee or board member to the vendor file to pay a miscellaneous voucher,
i.e., travel reimbursement, an Excel spreadsheet containing employee name, address with the 9-
digit zip code, EMPLID number, and social security number must be provided. The EMPLID
number and Social Security Number are required to run the process to copy the employee’s Direct
Deposit information from HCM to the vendor record. The spreadsheet should also show the
agency name, a contact name/number, and must be signed by the agency fiscal officer. Fax the

spreadsheet to OMES Vendor Registration, at (405) 522-3663. Forms may also be emailed to
vendor.form@omes.ok.gov.

C. Voluntary Vendors
Voluntary deduction vendors such as American Family Life Assurance Company (AFLAC) must

first be approved by OPM before being set up as a vendor.

D. Garnishment Vendors
Garnishment vendors are submitted by the agency. The garnishment vendor form is required
from all garnishment vendors before payment can be made and is used to request additions,

changes, or updates to the vendor file, and can be found at OMES Form GARN VEND.

E. Vendors that are State Agencies
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State agencies are set up individually in the vendor file by their business unit number instead of
the shared State TIN. The vendor ID numbers are seven leading zeroes followed by the agency’s
three digit agency number. All agency numbers are less than 0000001000. These vendor IDs
should be used for creating purchase orders and accounts payable vouchers. State law requires
that each agency should receive payment from other agencies via interagency payment, unless it
does not have a clearing account. All payments should be made by this method unless other

arrangements have been made by contacting Transaction Processing.

F. 1099 Withholding Requirements
To ensure proper 1099 reporting, the Name and TIN must match the information provided on

the OMES Form Vend, Vendor/Payee Form, which serves as the substitute W-9. Under current

IRS regulations, a vendor is subject to 1099 reporting unless they claim to be exempt on the OMES
Form Vend and provide details that support the exemption. Corporations are generally exempt
from 1099 reporting but payment for certain purposes such as rents, medical and health care
(including veterinary services), and legal services are 1099 reportable whether or not the entity

is a corporation.

The OMES Form VEND, Vendor/Payee Form is available as a.pdf or .doc form and lists the account

codes by 1099 Reporting Category as a guide to assist agencies in identifying vendors that are
1099 applicable. The 1099 designation is located at the top of the OMES Form VEND form. It is
the agency’s responsibility to create this 1099 designation and select the type of transactions
(rents, medical, non-employee compensation, etc.) that will be used to pay the vendor. The
vendor must have the appropriate designation in the State vendor file before a voucher

transaction is made to ensure that it is treated properly.
Every transaction for a 1099 vendor may or may not be 1099 reportable. The agency must
understand what the type of payment is and select the proper box (determined by account code)

for reporting or non-reporting.

G. Specially Designated Nationals and Block Persons List (SDN)
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Office of Foreign Assets Control; in an effort to fight terrorism and the financial support of
terrorism, the US Department of Treasury Office of Foreign Assets Control (OFAC) will prosecute
or fine entities who have financial transactions with individuals and businesses identified on the
Specially Designated Nationals and Blocked Persons (SDN) list. The penalty can range from
$50,000 to $10M with potential imprisonment. For further information, visit their website at:

http://www.treasury.gov/resource-center/sanctions/CivPen/Pages/civpen-index2.aspx.

Several foreign countries have been sanctioned from doing business with United States
businesses, governments, etc. A list is available at:

http://www.treasury.gov/resource-center/sanctions /SDN-List/Pages/default.aspx

The State’s Accounting System performs manual searches on new vendors and periodic system-
wide searches. Higher Education agencies (colleges and universities) should be performing

similar data matches before the vendor files are transmitted.

H. Electronic Payment
1. Exemption Requests. State law requires that funds disbursed from the State Treasury be
sent electronically. State agencies are able to request an exemption from this requirement for
specific types of payments with cause. All exemptions that are requested and approved for each

fiscal year will expire upon the June 30t year end.

To request an exemption, agencies must complete and submit the Electronic Payment Exemption
Request electronically via email to: Electronic.Payment.Exemption@treasurer.ok.gov. Each
request will be evaluated based on the information provided. Each agency will receive a
confirmation of the receipt of their request along with a notification of whether the exemption
has been approved. Agencies should submit their new and updated request by May 15 of each

year for the following fiscal year.

A list of Frequently Asked Questions regarding requests for exemption from the electronic

payment requirement is available on the OST website, or email questions to

Electronic.Payment.Exemption@treasurer.ok.gov. Additionally, OST has statewide contracts

Return to Main Table of Contents
Return to Chapter Table of Contents

Office of Management and Enterprise Services: Statewide Accounting Manual BV


http://www.treasury.gov/resource-center/sanctions/CivPen/Pages/civpen-index2.aspx
http://www.treasury.gov/resource-center/sanctions/SDN-List/Pages/default.aspx
mailto:Electronic.Payment.Exemption@treasurer.ok.gov
mailto:Electronic.Payment.Exemption@treasurer.ok.gov

CHAPTER 40: PURCHASING

available to state agencies for sending electronic payments via ACH or debit card. For more

information contact Carole Bailey at carole.bailey@treasurer.ok.gov.

I. Adding/Changing Vendor EFT Bank Information
0.S. 62 § 34.64 requires that: “Payments disbursed from the State Treasury shall be conveyed
solely through an electronic payment mechanism.” To comply with the law, the State must collect

the information necessary to pay all vendors electronically.

Registered and non-registered vendors can utilize OK.gov Vendor Registration Portal to update

their profile with EFT banking information for direct deposit. All businesses with an FEI number
should be directed to the Portal for registration. Once the registration is complete, the vendor
will receive an email with a PIN number and an attached Change Request-New Bank Account form.
The form consists of three sections that must be completed.

1. Section I - Company information to be completed by the Requestor (an individual
authorized by the vendor company).

2. Section II - This section is to be completed and signed by a) the Requestor and b) an
individual authorized, on behalf of the vendor company, to open and close bank
accounts (Authorized Individual). Unless the vendor is a sole proprietor or the
account is a consumer account whereby the Requestor is the sole owner of the
account, the Authorized Individual shall be someone different from the Requestor.
Once completed and signed, the form should be forwarded to the vendor’s financial
institution.

3. Section III - Financial Institution Information. This section must be completed and
signed by an authorized official of the vendor’s financial institution. Once completed,
the financial institution should fax this form to the attention of PeopleSoft Vendor
Registration, Office of the State Treasurer, at (405) 521-4994, or mailed to the
attention of PeopleSoft Vendor Registration, Office of the State Treasurer, 2300 N.
Lincoln Blvd, Room 217, Oklahoma City, OK 73105. Do not email banking forms.
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Note: If the vendor is not set up for EFT payment, the vendor will continue to receive the e-mail

request periodically.

For assistance, contact the OMES Help Desk by emailing helpdesk@omes.ok.gov or calling (405) 521-

2444 or toll free (866) 521-2444. Information requests concerning vendor EFT banking may be

emailed to vendor.eft@omes.ok.gov.

40.20 Purchasing Process

40.20.00 Overview and Subtopics Listing

A. Overview
The purchasing process begins with the agency identifying a need for products or services. The
agency then prepares a requisition for the acquisition of identified products or services. The
approval of the requisition represents the encumbrance of monies to purchase said products or
services creating a purchase order. The creation of a purchase order creates a contract between
the agency and the stated vendor. This section will discuss the acquisition process from the

creation of a requisition to the processing of a purchase order.

B. Subtopics Listing:
01 Requisitions

02 Purchase Orders

40.20.01 Requisitions

A requisition is an internal document by which a using agency requests the procurement
department to initiate procurement. It is a written request by a state agency for an acquisition. For
instructions on how to create and process a requisition, see the State Accounting System website
COR204 Requestor Training, which may be located here:

http://www.ok.gov/cio/Customer Portal/Business Application Services Essentials/Financials/.
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Except as otherwise provided by the Oklahoma Central Purchasing Act, every state agency shall make
all acquisitions used, consumed or spent by the state agency in the performance of its official
functions by the presentation of requisitions to the Oklahoma Central Purchasing Division with the
exclusion of information technology and telecommunications acquisitions Information technology
and telecommunications acquisitions require approval from OMES/Information Services Division.
Every state agency shall determine its own quantitative needs for acquisitions and the general class
or nature of the acquisitions. The State Purchasing Director or OMES/Information Services Division
(ISD) may request additional information necessary to adequately review the requisitions to ensure
compliance with the Oklahoma Central Purchasing Act. If the State Purchasing Director or ISD
determines that an acquisition is not necessary, excessive or not justified, the State Purchasing

Director or ISD shall deny the requisition. (74 0.S. § 85.4)

Requirements for the submission of a requisition include the following:

A. Any competitive bid submitted to the State of Oklahoma for goods or services and each contract
for goods and services awarded by the state pursuant to the Oklahoma Central Purchasing Act

shall have a certificate of non-collusion. 74 0.S. § 85.22. See 40.10.14.

B. In addition to the certificate set forth in item A. above, 61 0.S. § 108 requires a written statement
under oath to accompany the bid on public construction contracts, identifying any business
relationships between the bidder and the architect, engineer or other party to the project. A
public construction contract is defined as, any contract awarded by any public agency for the
purpose of making any public improvements or constructing any public building or making

repairs to the same.

C. Also, 74 0.S. § 85.42.B, requires that “Each contract entered into by any person or firm with the

State of Oklahoma shall include a statement certifying the following:

No person who has been involved in any manner in the development of this
contract while employed by the State of Oklahoma shall be employed to fulfill

any of the services provided for under said contract.
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Note: This subsection shall not preclude faculty and staff of the institution within the State
System of Higher Education from negotiating and participating in research grants and
educational contracts. Nor shall this subsection apply to personnel of the Capital Resources
Division of the Oklahoma Department of Commerce who contract to provide services to the

Oklahoma Investment Board.

For specific instructions and forms, see Central Purchasing Division at

http://www.ok.gov/DCS/Central Purchasing/

40.20.02 Purchase Orders

A purchase order (PO) is a document to formalize a purchase transaction with a vendor. It is a
request by a state agency to make an acquisition utilizing simplified procedures. The purchase order
should contain statements as to the quantity, description, and price of the goods or services ordered;
applicable terms as to payment discounts, date of performance and transportation and other factors
or suitable references pertinent to the purchase and its execution by the vendor. Acceptance of a

purchase order constitutes a contract.

The State Purchasing System allows agencies to encumber against the State Accounting System for
editing and posting. Thus, agencies can create their requisitions, contracts and purchase orders, and
change orders, while enjoying the benefits of online system edits and onsite printing of documents.
The system also provides inquiry capability for detailed information on requisitions, invitation to

bids, contracts, etc. See 40.10.11

Purchase orders should be established based on purchase by “quantity” and identified as “receiving
required” when establishing orders and change orders. When quantities and on-line receipts are
used, only the quantities received are copied into the vouchers to be paid. The State Accounting
System’s accounts payable functionality is designed to match quantities when paying against a PO

and the quantities copying from the PO to the voucher represents the quantities left to match. For
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the instructions on how to create a purchase order, see the State Accounting System website for

Purchase Order Administration found here: http://www.ok.gov/cio/documents/COR110.pdf.

A. Purchase by Quantity
Purchase orders and change orders should be established based on purchase by “quantity” when
establishing orders. For efficiencies in processing purchases, it is critical for CPOs (Certified
Procurement Officers) to set up purchases by quantities. Improper use of the quantity feature
not just by purchasing, but also by accounts payable, can result in PO lines not matching properly.
This results in delayed payments and can also not allow the CPOs to adjust the PO line amount.
Please work together to ensure that purchasing and accounts payable utilize the system as it is

designed, including on-line receiving (following).

B. Receiving
The State Purchasing System enables receipts to be created for items or services received from
vendors. It is the preferential method to acknowledge acceptance of the goods or services and a
good way to create documentation that is accessible online. One receipt can be created for
multiple items that are received at once or multiple receipts can be created for items that are
received over time. Receiving also helps make the transfer of receipt information to the State

Account System’s accounts payable, inventory, and asset management modules seamless.

Agencies should begin reducing dependency on paper-based receiving processes and replace it
with the State Purchasing System’s online functionality. Each agency should achieve proper
segregation of duties or implement mitigating controls when authorizing a person access to enter
receipts. The person creating the receipt should be someone other than the requestor or the

approver of the requisition as related to the purchase order.

Use of the State’s purchasing receiving component reduces the number of point of entries needed
to populate all related information in the State’s system. It will be a significant step in helping the
State move forward to obtain an accurate cutoff of accounts payable at fiscal year-end, reduce

time and effort required for approval processes, eliminate paper-based purchase order and
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accounting processes, and improve vendor relations by more accurate and timely information

with less effort.

C. Cancelling Unused Encumbrances
Generally, any invoice or voucher dated prior to the date of any of the above mentioned
encumbrance documents shall be rejected by OMES. Any encumbrance document that is
outstanding on the records in the Office of Management and Enterprise Services when its class
funding source or sources lapse should be canceled, unless another current class funding source

is assigned (62 0.S. § 34.62.4). Agencies are required to cancel remaining encumbrance balances

through the State Purchasing System as soon as they know the encumbrance will not be used, but
no later than November 15t after the fiscal year end. OMES will cancel said encumbrances when
the appropriation is lapsed. Agencies should not wait for OMES to cancel unneeded

encumbrances.

For specific instructions and forms, see OMES Central Purchasing Division at

http://www.ok.gov/DCS/Central Purchasing/

The payment of an invoice to finalize an acquisition is discussed in Chapter 50 - Disbursing.

40.30 Purchase Card

40.30.00 Overview and Subtopics Listing

Note: This section does not discuss Oklahoma Higher Education, political subdivisions, and cities and

counties which have separate P-card agreements and procedures that differ from those listed below.

A. Overview
The state has established a purchase card (P-card) program for specific categories of

acquisitions, such as:

1. Lower dollar goods and services, single purchases of $5,000 and below.

2. Travel expenses.
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3. Statewide Contracts.

There is one card issued through the state program that covers each of these types of
acquisitions. This section will briefly cover the purchase card program and the payment of the
purchase card statements. Refer to the OMES/Central Purchasing website at:

http://www.ok.gov/DCS/Central Purchasing/P Card Information/index.html for more

information.

B. Subtopics

01 Purchasing Card Policies and Procedures

40.30.01 Purchasing Card Policies and Procedures

A.

Program Description

The State of Oklahoma purchase card (P-card) program establishes the use, by designated state
employees, of commercial purchase cards to facilitate the acquisition of lower dollar goods and
services needed for conducting official State business. State entities are encouraged to use the P-
card in lieu of purchase orders and authority orders. It is intended that P-cards be issued to
selected state employees when the use of the P-card will enhance agency effectiveness or
economy of operation. Cards are issued in the name of the State but also bear the name of the
cardholder and the cardholder’s unique account number. Liability for payment to the P-card
provider rests with the State. Employees involved in the program are subject to State ethics laws

and directives. The card uses are:

1. Basic - Use as a standard P-card (non-Statewide or Travel) is limited to purchases of
$5,000.00 or less for a single transaction. Agencies may limit any given card to a lower

amount. The card may be used for walk-in, telephone, or Internet purchases.

2. Statewide Contract - Used to make purchases of any amount from Statewide Contracts

issued by the OMES/Central Purchasing Division.
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3. Travel - Used to purchase airfare for any amount, when purchased through a travel
agent listed on the Statewide Contract for Travel Agent Services (SW100) issued by the
OMES/Central Purchasing Division, and may be used for non-contract purchases when
statutory exceptions apply. Also, the card can be used to purchase lodging with a single
limit of $5,000.00 per employee per transaction in conjunction with travel. All normal
travel guidelines apply and the specific instructions identified in the P-card Procedures

6.1.6.1,6.2.4, 6.8.1.2, and 6.8.3 must be followed

(http://www.ok.gov/DCS/documents/PurchaseCardProcedures.pdf).
B. Establishing Encumbrances
State entities shall establish encumbrances as “authority order” purchase orders in the State
Purchasing System. Change orders to amend these encumbrances may be processed as necessary.
See section 5.1 of the current State of Oklahoma Purchase Card Procedures, effective December

14,2010.

However, please remember to follow the prior encumbrance requirement (sufficient balance
implied) to be in compliance with the encumbrance law. The administrative head of an agency
shall be personally liable for obligations incurred in excess of the authorization (amounts
encumbered). Accordingly, the Director of the Office of Management and Enterprise Services
shall never authorize payment of vouchers (vouchers under State Accounting System) for
purchases not supported by an encumbrance, and any invoice or voucher dated prior to the date

of the encumbrance shall be rejected. (See 62 0.S. § 34.62 - Encumbrance requirements for

payment of state dollars.)

The appropriate vendors are:

Vendor ID 0000001101 - Location 0002 - Authority Order - P-card

For information on implementation or use, contact the State P-card Administrator, Office of

Management and Enterprise Services/Central Purchasing Division.

C. Account codes
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As with any purchase, state entities shall establish internal procedures to ensure each payment
voucher uses valid expenditure account codes. A generic account code shall not be used with any

accounts payable voucher.

Default account codes are assigned based on the MCC codes for each merchant. However, these
default codes may not be appropriate in some circumstances and the correct account codes
should be assigned on-line by the purchaser or other agency personnel. On-line review and
correction of account codes should be done using the bank’s website at least weekly or possibly
daily to permit quick processing during the short payment window at the end of the billing cycle.
See section 5.2 of the current State of Oklahoma Purchase Card Procedures, effective December

14,2010.

D. Funding Lines
Each P-card will be coded with default funding line information. These default codes may not be
appropriate in every circumstance and the correct funding should be assigned on-line by the
purchaser or other agency personnel. On-line review and correction of funding lines should be
done using the bank’s website at least weekly or possibly daily to permit quick processing during

the short payment window at the end of the billing cycle.

E. P-card Payment
Each state entity shall make one, single monthly payment to the appropriate P-card vendor to
satisfy all transactions listed for the billing cycle, in the time and manner agreed to by the State
and the servicing bank regardless of the number of purchase orders utilized. The “Remit To”
payee will be automatically populated on the voucher payment page with the current servicing
bank. See section 5.4.2 of the current State of Oklahoma Purchase Card Procedures, effective

December 14, 2010.

POINT OF EMPHASIS: Late payment or non-payment of P-card purchases will result
in an entity’s cards being frozen or canceled, and may include additional action to

obtain the payment and/or any interest accrued.
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F. Payment Procedures
Agencies will create the accounts payable voucher(s), for the full amount of the invoice from the
current servicing bank’s transaction file using the State Accounting System’s accounts payable
voucher-build program, and process it (them) for payment. Also, each State Entity P-card
Administrator will be provided access to a separate memo statement by the current servicing

bank reflecting the amount due from said entity that should balance to the voucher.

G. Processing Timing
The P-card closing period is the last business day of the month, unless on a holiday or other non-
banking day; then closing is the following banking day. Office of Management and Enterprise
Services (OMES) must receive agency vouchers according to a schedule prepared by OMES and
released annually. This is to allow OMES appropriate time to process the voucher and for the EFT
payment to reach the servicing bank by the 14t calendar day (or as otherwise established with

the servicing bank).

An example of the timing of each processing procedure is as follows (actual dates may vary
slightly from month to month or as otherwise established with the servicing bank):

1. Agencies have through the 1st of each month to edit the banking transaction system’s
fields. On the 2nd of each month the banking transaction system’s file will be loaded into
State Accounting System through an interface.

2. Each agency will create one accounts payable voucher each month using the State
Accounting System batch voucher request process for "Procurement Card."

3. Agencies will review the process error reports online, correct any errors (missing or
incorrect data), and rerun the process if necessary. A separate P216 Voucher Build
training manual is available for this process.

4. Agencies have through approximately the 6th of each month, (see yearly published
schedule) to edit the voucher fields for expenditure code/account and other funding

changes and print the vouchers to send to OMES.
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5. OMES will process the payments on the date specified on the published schedule of each
month or, if on a weekend or banking holiday, the next business day.

6. Payments sent to the Office of State Treasurer (OST) will be forwarded to the banking
system the next day.

7. The servicing bank will receive and credit payments approximately on the 13t day of

each month.

H. Payment in Full
Agency payments shall be made in full, in accordance with the requirements of the current P-
card contract and rules found at:

http://www.ok.gov/DCS/Central Purchasing/P Card Information/index.html, even though

memo statements may contain transactions which are disputed by the state entity. A dispute
must be filed through the proper channels provided for resolutions. Once resolution of the
dispute is made, an adjustment will appear on a subsequent memo statement from the bank
and an appropriate offset against the current transactions may be taken at that time. State

entities shall assume full responsibility for reconciling and documenting all P-card transactions.

Payments will not be processed for an agency with a cumulative credit balance. The agency
should retain the vouchers until there are sufficient charges to recoup the credit. The batch
slip listing the unpaid vouchers from prior and current billing cycles should accompany the

vouchers with the required documentation.

I.  Voucher Documentation.
Vouchers for P-card transactions shall have the banking transaction system’s invoice attached
when submitted to OMES. These vouchers are subject to post-audit for all state entities
participating in the P-card program. Therefore, detail documentation (i.e., purchase receipts,
receiving documents, return receipts, dispute(s) supporting P-card transactions shall be retained
by the state entity and made available upon request. See section 5.4.3 of the current State of

Oklahoma Purchase Card Procedures, effective December 14, 2010.

J. Cycle Dates
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The P-card monthly purchasing cycle for the State account begins on the 1st day of each calendar
month and will continue through the last business day of the following calendar month (or as
otherwise established with the servicing bank). See section 5.5 of the current State of Oklahoma

Purchase Card Procedures, effective December 14, 2010.

K. Records Retention
Entity P-card procedures shall designate where the State agency shall securely retain reconciled
statements and supporting documents, and will make such available upon request by OMES
and/or OMES for review and audit purposes. Accounting records shall be maintained in the
appropriate state entity accounting office. Agencies are responsible for achieving a status as the
state entity of record for said documents through the State Archives and Records Commission.
Records shall be maintained for seven (7) fiscal years. If audit, litigation, or other action is started
before the end of the seven year period, the records are required to be retained for two years
from the date all issues arising out of the action are resolved or until the end of the seven year

retention period, whichever is longer.

State agencies may be requested, at any time or for any period of time, to submit copies of Travel
P-card transaction and reconciliation documentation to the Office of Management and Enterprise
Services for review to ensure compliance with the State Travel Reimbursement Act and the OMES
State Travel Procedures. The OMES shall notify the State Purchasing Director of any agencies
found not to be in compliance, and the agency may have their P-card frozen or canceled and may
be required to obtain additional travel related training. See section 5.6 of the current State of

Oklahoma Purchase Card Procedures, effective December 14, 2010.

L. 1099 Reporting
Information to meet IRS Form 1099 reporting requirements will not be supported directly by the
P-state purchase card program. OMES See section 5.7 of the current State of Oklahoma Purchase

Card Procedures, effective December 14, 2010.

M. Revenue sharing.
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The contract with the servicing bank requires revenue sharing with contract users. Revenue will
be calculated annually (calendar year) for each entity by the servicing bank and it is based on the
total dollar value of entity transactions and average entity transaction value. Payment by the
servicing bank can be expected in the first quarter of the following year and will be paid as
described below. See section 5.8 of the current State of Oklahoma Purchase Card Procedures,

effective December 14, 2010.

1. Participating Entities - The servicing bank will send an annual check for its share of the

revenue sharing rebate to OMES to be further disbursed to each agency or entity

2. Other Organizations - Generally, other organizations may participate in the State’s
agreement with the servicing bank. This group will include institutions of higher
education and political subdivisions. The servicing bank will send an annual check

directly to these organizations.

N. Implementation Notice.
The State P-card Administrator shall provide written notice to the State Comptroller (with a copy
to the OMES Transaction Processing Department) in advance of any state agency beginning use
of P-cards. The notice shall include whether the agency will be issued the small dollar cards
and/or the statewide contract cards. See section 5.9 of the current State of Oklahoma Purchase

Card Procedures, effective December 14, 2010.

0. Advance (pre-) Payments. P-card purchases are subject to Office of Management and

Enterprise Services Procedures Chapter 50, subsection 50.10.06 Special Procedures, covering
restrictions on advance payments. See section 5.10 of the current State of Oklahoma Purchase

Card Procedures, effective December 14, 2010.

40.90 Special Procurement Issues

40.90.01 Postage
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Except as otherwise provided for in this section, any agency of the state which has an expenditure for
postage of $2,000.% or more for any one (1) fiscal year shall install a postage meter machine and have

all purchases of postage recorded on that postage meter machine. (74 0.S. § 90.1)

A. Afield office or branch office of a state agency distantly located from the parent agency, and
which office has an annual expenditure for postage of less than $2,000.00 may purchase

postage stamps in the manner prescribed by 74 0.S. § 90.2.

B. Any agency, as defined in the Administrative Procedures Act, not engaged in scientific
research or community development, which finds it necessary, in order to more efficiently
and effectively carry out certain programs or functions, is hereby authorized, upon making
application to the Director of the Office of Management and Enterprise Services showing
sufficient need and upon approval by said Director, to purchase not more than Two Thousand
Dollars ($2,000.00) worth of postage stamps during any one (1) fiscal year in the manner
prescribed by Section 90.2 of this title, with a method of accountability for the use thereof to

be maintained and subject to audit.

C. Any agency of the state engaged in scientific research or community development, which
finds it necessary, in order to effectively carry out such research or development, is hereby
authorized, upon making application to the Director of the Office of Management and
Enterprise Services showing sufficient need and upon approval by the Director, to purchase
postage stamps in the amount demonstrated necessary to pursue such research or
development in the manner prescribed by Section 90.2 of this title, with a method of
accountability for the use thereof to be maintained and subject to audit. Provided, however,
the finance officer of such state agency shall keep and maintain a record of all postage stamp
allocations within the agency. For purposes of this section, “scientific research” shall mean
research conducted under formally sponsored grants or contracts; “community
development” shall mean development conducted by a formally and permanently organized

office for that purpose.

Return to Main Table of Contents
Return to Chapter Table of Contents

Office of Management and Enterprise Services: Statewide Accounting Manual [


http://www.oscn.net/applications/oscn/DeliverDocument.asp?CiteID=436790
http://www.oscn.net/applications/oscn/DeliverDocument.asp?CiteID=101287
http://www.oscn.net/applications/oscn/DeliverDocument.asp?CiteID=101287
http://www.oscn.net/applications/oscn/DeliverDocument.asp?CiteID=101287

CHAPTER 40: PURCHASING

D. Any agency of the state which finds it necessary in order to more efficiently and effectively
carry out certain programs or functions, is hereby authorized to: (1) utilize the Business
Reply Mail Account, Bulk Mailing Account, Postage Due Account, Zip + 4 codes, and Mailer
Applied Bar Codes or such other services offered by the United States Postal Service, and; (2)
upon making application to the Director of the Office of Management and Enterprise Services,
showing sufficient need and upon approval by said Director, for purchases of less than
$2,000.00 worth of postage stamps during any one fiscal year in the manner as prescribed in
74 0.S. § 90.2, with a method of accountability for use thereof to be maintained and subject
to audit. Provided, however, the finance officer of such state agency shall keep and maintain

arecord of all postage stamp allocations within the agency.
No money shall be expended by any state agency for postage stamps or post office box rent except
through expenditures made payable to the United States Post Office (or United States Postmaster).

74 0.S.§90.2

The traveling employees of the state shall be exempt from the terms of 74 0.S. § 90.1 and 90.2 while

traveling on state business. The House of Representatives and the Senate of the Oklahoma State

Legislature shall also be exempt.

The installation cost and rental of postage meters required by 74 0.S. § 90.1 through 90.5 shall be
paid for by the agency from the appropriations of said agency. (74 0.S. § 90.4)

40.90.02 Local Project Funding Awards

Pursuant to Governor’s Executive Orders, the Office of Management and Enterprise Services has
developed a form and procedures for review of awards for local projects. Executive Order (E.O.) 98-

37 defines local project funding contracts as follows:

A. An agreement between a state agency and either a local government or private entity, or
both, in which the state agency agrees to provide funding to the local government or
private entity who agrees to accomplish a public purpose; and
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B. The direct benefits of such a contract accrue primarily to the local population rather than

to the state as a whole.

Local project funding contracts do not include contracts subject to state competitive bidding

statutory requirements.

The E.O. further stipulates that:

C. Alocal project funding contract shall be awarded on the basis of the merits of the local
project. A state agency shall adopt rules pursuant to the Administrative Procedures Act
establishing criteria to assure that the awarding of a local funding contract is based on

the merits of the project.

D. Amounts shall not be encumbered for a local project funding contract until the Chief
Administrative Officer or a person designated by the Chief Administrative Officer of the
state agency certifies by written affidavit to the Director of the Office of Management and
Enterprise Services that the proposed local project funding contract meets the criteria set

out in the rules by the agency.

E. Eachlocal project contract shall be enumerated serially within the awarding agency. The
number shall be cited in all correspondence to any of the parties and the Office of
Management and Enterprise Services concerning the local project funding contract

including the request for encumbrance.

F. A state agency that has local projects subject to the provisions of this E.O. shall prepare
an announcement of projects available in the form of a press release. The announcement
shall be submitted to at least twenty-five newspapers in both metropolitan and rural
areas for publication of public service announcement at the discretion of the editors of

the newspapers. The agency shall determine which newspapers would best serve to
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disseminate information to local communities on a project-by-project basis. The press

release announcement shall include the following information:

1. The name of the contracting agency;

2. A description of the type of projects eligible for local project funding contracts,
such description being simple and easily read yet sufficiently detailed to allow a
reasonable person to know whether a project he may desire would be eligible;

3. The total amount of money available from the agency for the local project funding
contract program described in the announcement;

4. A description of the type of persons or entities who are eligible for the local
project funding contracts and a citation to the specific authority which establishes
the eligibility criteria;

5. The closing date and time for receipt of application; and

6. The name, business address, and telephone number of the person whom

interested parties may contact for additional information.

G. The Office of Management and Enterprise Services shall determine the procedures and
forms to be used in implementing the provisions of this E.O. Such procedures shall
include, but not be limited to, the maintenance of the lists of newspapers for publication

of announcements.

For purpose of certification documentation, OMES Form 81, Local Project Funding Notification of

Award of Contract must be completed for any purchase order/contract meeting the criteria of a local
project funding award. Orders and contracts are encumbered through the State Purchasing System
or internally by Alternate System Agencies. The OMES Form 81 should be submitted to OMES and
shall be maintained on file at OMES. If the agency requests a return copy showing that OMES has
received the form, then a copy of the form should be included with the original. The copy will be

stamped as received and then returned to the agency.

Agencies covered by the Oklahoma Central Purchasing Act (per dollar limits) who are making an

award (non-competitive bid) to a non-governmental entity must submit to OMES a requisition
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(Central Purchasing Form 2) along with an OMES Form 81 (and one copy) completed except for the
contract number, which is not then available. OMES will review/file the Form 81 and will forward

the requisition and a copy of the OMES Form 81 to Central Purchasing for processing.

The OMES Form 81 shall include the following notarized certification:

CERTIFICATION

[ hereby certify, to the best of my knowledge and belief, that:

1. All of the established objective criteria for this program have been applied pursuant to

Executive Order 98-37;

2. This award meets these objective criteria;
3. This award ranked among the highest in terms of meeting the applicable program
criteria; and

4. Notification to at least twenty-five newspapers as required in Executive Order 98-37 has

been completed.
Signed by:

(principal agency administrator or designee)

Notary Section

40.90.03 Contracts for Legal Services - Review and approval through the Office of the

Attorney General

Contracts for legal representation by state agencies under the executive branch must be
approved through the Office of the State Attorney General (A.G.) 74 0.S. § 20.i. In addition, as
professional services, these contracts will be subject to submission in accordance with the
Oklahoma Central Purchasing Act and the promulgated rules of the Central Purchasing Division

of the Office of Management and Enterprise Services
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Point of Emphasis: In the approval of vouchers, the Office of Management and Enterprise
Services shall take the view that the required A.G. approval was effected along with
establishing of the purchase order/contract. In other words, OMES will not require evidence

of the A.G.'s approval submitted along with the voucher.

40.90.04 Computer Hardware and Software Purchases

No agency of the executive branch of the State shall use state dollars for or enter into any
agreement for the acquisition of computer hardware, software or any contract for information
technology services and equipment, service costs, maintenance costs, or any other costs or fees
associated with the acquisition of the services or equipment, exceeding zero dollars ($0.00) in
value without written authorization of the Office of Management and Enterprise Services Chief
Information Officer or a designee. If written authorization is not obtained prior to incurring an
expenditure or entering into any agreement as required in this subsection or as required in 62
0.S. § 35.4, the Office of Management and Enterprise Services may not process any claim
associated with the expenditure and the provisions of any agreement shall not be enforceable.
The provisions of this subsection shall not be applicable to any member of The Oklahoma State
System of Higher Education, any public elementary or secondary schools of the state, or any

technology center school district as defined in 70 O.S. § 14-108 or CompSource Oklahoma if

CompSource Oklahoma is operating pursuant to a pilot program authorized by 74 0.S.§ 3316 and
3317.(620.S.§ 34.12.B) OMES

40.90.05 Communication or Telecommunication Systems

A. No agency of the executive branch of the state shall use state dollars for or enter into any
agreement for the acquisition, development or enhancement of a communication or
telecommunication system including voice, data, radio, video, Internet, eGovernment, as

referenced in 62 0.S. § 34.24 and 34.25, and facsimile systems printers, scanners, copiers,

and associated supplies, service costs, maintenance costs, or any other costs or fees
associated with the acquisition of the system or equipment, , without written authorization
of the Office of Management and Enterprise Services Chief Information Officer or a designee

The Management and Enterprise Services Chief Information Officer or a designee shall verify
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that any acquisition, development or enhancement is compatible with the operation of the
Oklahoma Government Telecommunications Network created in 62 0.S. § 34.23. (62 0.S. §
34.21.A)

B. No agency of the executive branch of the state shall enter into any agreement for the
acquisition, development or enhancement of a communication or telecommunication system
or service including voice, data, radio, video, Internet, eGovernment, printers, scanners,
copiers, and facsimile systems, unless the cost of such addition, change, improvement or
development has been included in the statewide communications plan of the Information
Services Division of the Office of Management and Enterprise Services, as said plan may have

been amended or revised.

C. State agencies may enter into interagency contracts to share communications and
telecommunications resources for mutually beneficial purposes. The contract shall clearly
state how its purpose contributes to the development or enhancement or cost reduction of a
state network which includes voice, data, radio, video, Internet, eGovernment, or facsimile
systems. The contract shall be approved by the Information Services Division before any

payments are made.
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50.00 Overview: Disbursing

EFT Payment Required

Effective July 1, 2012 statute required that all payments made by a state agency must be done
electronically (EFT). There are some situations where the vendor is not able to be setup for the EFT
payments or the agency believes the EFT payment method is impractical for a particular type of
payments. Such vendors will continue to receive a paper warrant as long as the agency completes
and submits an Exemption Request Form, to the Office of the State Treasurer (OST), and the request

is approved. An Exemption Request Form can be obtained on OST’s website at www.ok.gov/treasurer

place your mouse on Banking, click on Electronic Payment Requirement and scroll down to find the
form. Agencies should submit a request for any type of payment for which they do not have the ability
to pay electronically because of system limitations or for which they do not have banking
information. The Exemption Request should be submitted by May 15 each year. Exemptions are for
one year only and agencies are expected to remedy any issues preventing electronic payments.

Exemption requests and any questions regarding this process should be submitted to:

Electronic.Payment.Exemption@treasurer.ok.gov

Reference: 62 0.S. § 34.64.H. Payments disbursed from the State Treasury shall be conveyed solely

through an electronic payment mechanism. The Office of the State Treasurer (OST) may provide an
exemption from the provisions of this subsection, with cause, provided the number of exempted
payments and a corresponding list of causes shall be published in a regularly updated report which

is featured prominently on the OST's website.

Interagency Payments

To be in compliance with the law requiring payments to be made electronically, all eligible payments
between state agencies should be made using the electronic payment method “WIR” on the voucher.
Although not all agencies are currently set up to accept interagency “WIR” payments, most agencies
are and this method defaults into the voucher when selecting the proper remittance location for these

agencies through the vendor file.

Return to Main Table of Contents
Return to Chapter Table of Contents

Office of Management and Enterprise Services: Statewide Accounting Manual KIS


http://www.ok.gov/treasurer
mailto:Electronic.Payment.Exemption@treasurer.ok.gov
http://www.oscn.net/applications/oscn/DeliverDocument.asp?CiteID=456829

CHAPTER 50: DISBURSING

Agencies using the Vouchers from Remote Agencies (VFRA) file to transmit vouchers should place an
“I” in column 208 of the Payee Record Layout when making interagency payments to agencies with
vendor IDs 0000000010 through 0000000880. (Column 64 in the Header Record Layout requires a
claim type of “I” for ASA 7XX vouchers, a “W” for 99400 class fund vouchers, and any claim type for
miscellaneous vouchers.) The exception is for the agencies that do not have Agency Clearing Account
class fundings, and thus, cannot receive interagency payments at this time. A list of these agencies

will be provided through this office.

Paying agencies can run the Misc. Warrants report (OCP_0119_AP) and interagency payments will be
designated with the “WIR” payment method. Receiving agencies should run the Misc. Inter/Intra
Agency report (OCP_072_AP) daily to deposit and apply interagency receipts. This report provides
payment information to better identify the payments and should be reconciled to the Treasurer

Activity Statement (OCP0643).

Payments:

Payments from treasury class fundings for state expenses are segregated into two (2) major
classifications: encumbered and non-encumbered. These payments are processed by the submission
of "vouchers" to the Office of Management and Enterprise Services (OMES) from the paying agencies.
There are several different voucher form types used for settlement of these payments depending on

the nature of the expense.

Encumbered voucher payments are submitted for the purchase of goods, wares, and merchandise, or
payment of contractual services, and must be charged against an encumbrance document (i.e.,

purchase order, contract, or Authority for Purchase) having a sufficient balance to cover the expense.

Non-encumbered voucher payments are submitted for the payment of expenses such as travel
reimbursement, refunds, indemnity payments, legal settlements, and other like payments the nature
of which are not payment for the purchase of goods, wares, merchandise or services. Another
important type of non-encumbered voucher is for payment of employees' salaries (payroll) and

related withholding payables.
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The Director of the Office of Management and Enterprise Services ("The Director"), through the
Division of Central Accounting and Reporting, shall settle all vouchers payable by the State. The
Director shall prescribe all forms, systems, and procedures for the several departments, institutions,
and agencies of the State to administer the State Accounting System. The Director shall establish a
pre-audit system of voucher settlement whereby vouchers and documents supporting proposed

payments shall be submitted to the Director for pre-audit and settlement. (62 0.S. § 34.11)

In addition, the Director may establish alternative procedures for the settlement of vouchers through
the OMES whenever such procedures are deemed more advantageous and consistent with the Budget
Law of 1947, as amended. Such procedures may include, but are not limited to, at the discretion of

the Director:

1. A procedure to permit consolidated payments to vendors for vouchers involving more
than one agency of the state when audit and settlement of such vouchers, as hereinafter
provided, can in all respects be accomplished,

2. Procedures based upon valid statistical sampling models for pre-audit of vouchers, except
for payroll vouchers and travel vouchers, against contracts, purchase orders, and other
commitments before entering such vouchers against the appropriation allotment
accounts, and

3. Policies, procedures, and performance criteria for the participation of agencies or
departments, not authorized in the pertinent part of the law, to engage in an alternate
system for the settlement of vouchers through the Office of Management and Enterprise

Services. (62 0.S. § 34.64)

Authorization and Signatures:

Vouchers and payrolls used as the basis for the payment of monies from the State Treasury from any
class funding shall be approved by the elected or appointed head of the paying agency or their
designated employees (approving officers). The number of persons authorized to make such
approval shall not exceed five (5) people for any one department, board, commission, institution or
agency without special approval by the Director of the Office of Management and Enterprise Services.

A signature card, OMES Form 13, for each individual authorized to sign vouchers shall be completed
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by the agency, signed by the agency head and filed with OMES. Blank signature cards are available by
contacting OMES Transaction Processing at (405) 521-6187 and a card will be sent to the agency. Be
sure to track who you have as approving officers and update as necessary by obtaining new cards
and notifying OMES, Transaction Processing by letter when someone needs to be removed. After the
vouchers and payrolls have been approved by the above officials or designated employees, they shall

be submitted to the Director of the Office of Management and Enterprise Services for pre-audit and

settlement. (62 0.S.§ 34.68)

All officials and employees authorized to approve payrolls and vouchers are bonded under a "blanket
bond" procured through the Department of Capital Asset Management. A "blanket bond" is defined
by statute as a public employees' blanket position bond covering all employees up to the penalty of
the bond for each employee. No other bond shall be acceptable as surety for any elected or appointed

officer or employee of this state in lieu of the bond so provided. (74 0.S. § 85.26)

However, all agency approving officers shall execute a bond issued by a surety company licensed to
do business in this state, payable to the state in the amount required by the Director of the Office
Management and Enterprise Services but not less than Fifty Thousand Dollars ($50,000.00) and
conditioned for the faithful performance of their duties, as surety, which shall be approved by the

Director of the Office of Management and Enterprise Services and filed in the office of the Secretary

of State. (62 0.S. § 34.68)

50.10 Vendor Vouchers

50.10.00 Overview and Subtopics Listing

A. Overview
This section will provide detailed information and instructions on the types of vouchers forms to
use for purchases from vendors, the submission of vouchers, required documentations, general
information about prohibited acts and special procedures to be followed with references to state

statutes and Attorney General Opinions. Examples of some of the issues covered in the section
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are the payment of moving expenses, the purchase of refreshments, the payment of membership

dues, and the payment of prior fiscal year expenditures with current year appropriated dollars.

B. Subtopics Listing
01 Types of Voucher Forms
02  Submissions of Vouchers
03  Voucher Form Entries
04 Voucher Jacket and Notarized Voucher
05 General Information and Prohibited Acts

06  Special Voucher Procedures

50.10.01 Types of Vouchers and Voucher Forms

A. Two Major Voucher Classifications

1. Encumbered Vouchers - These are vouchers submitted for the purchase of goods, wares,

and merchandise, or contractual services, and must be charged against an encumbrance

document.

2. Non-Encumbered Vouchers - These are vouchers submitted for the payment of travel
reimbursement, refunds, indemnity payments, loans, interest and principle, court
awards, and other like payments the nature of which is not payment for the purchase of
goods, wares, merchandise or services. See 50.20 for instructions on preparing and
submitting payroll vouchers for payment of employees' salaries and withholdings

payable.

B. Voucher Form Types
There are five types of voucher forms, some of which have multiple uses. Form 15A provides

vendor, invoice, and expenditure information for the voucher. The OMES Forms 3, 9, 18, and

19 are attachments to Form 15A voucher jacket.

OMES Form 3 Notarized Voucher Form and Disbursement of Payroll

Withholding
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OMES Form 9 Imprest Cash Voucher

OMES Form 15A Voucher Jacket Form

OMES Form 18 Actual and Necessary Expense Travel Voucher

OMES Form 19 Travel Voucher

Each Form 15A should be accompanied by an invoice, contract estimate, or voucher form
attachment to support the voucher. See 50.10.04 for additional information on the voucher

form types.

Prior encumbrance is not necessarily required when filing forms 15A, 18, 19, or 3.

Forms 15A and 3 are used when making both encumbered and non-encumbered

miscellaneous payments. When forms 15A or 3 are being used for the payment of goods and
services, a purchase order encumbrance must be reduced by the amount of the voucher.
Agencies have the option to create a purchase order encumbrance prior to submission of a

voucher form 154, 18, 19, or 3 when the payment is not for goods and services, such as, for

an indemnity payment, workers' compensation, travel reimbursement, or other such

payments not normally requiring prior encumbrance.

NOTE: Agency printed forms are authorized with prior approval. Requests for such approval
should be made by submitting a copy of the intended form to OMES, Division of Central

Accounting & Reporting - Attention: Director, Transaction Processing.

50.10.02 Submission of Vouchers

A. General
Vendor invoices and contract estimates must be filed with the department, institution, or agency
receiving the merchandise or services. Upon receipt of invoices or contract estimates the head of
the department, institution, or agency, or authorized agent, will approve said documents for
payment by indicating the goods or services have been delivered or accepted. Whereupon, said
invoices or contract estimates will be attached to a voucher jacket and the voucher approved for

payment by the authorized official (approving officer). See 50.10.04.B for voucher jacket
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processing. In addition, no request for payment of an invoice should be made until the goods or

services have been received, unless specifically exempted by statute. 74 0.S. § 85.44.B

SPECIFIC AGENCY EXCEPTION: Contract estimates are acceptable for use by the

Department of Transportation for construction type contracts.

Voucher forms should be submitted to OMES in a timely manner in order to fulfill the State's
commitment to its vendors. They should be submitted as one invoice per voucher. This
requirement is two-fold, first, the State’s Accounting System includes a duplicate invoice number
check that will prevent a duplicate payment in the event that an invoice is entered into the system
twice and second, as OMES moves towards electronic payments it will become more important
that the Invoice ID field be populated with the specified invoice number from the vendor's
invoice. The OMES scheduled processing period for vouchers is two to three working days from
date of receipt of vouchers to the delivery of a warrant issue record to the Office of the State
Treasurer (OST). Warrants are normally printed by OST that night and then made available to
the paying agencies the following day.

The original voucher form and invoice should be submitted to OMES. If the original voucher is
lost, a photocopy will be accepted with an original signature by an approving officer. If a voucher
represents a split payment, said voucher and the corresponding voucher must cross-reference

one another whenever possible. See 50.10.04.A.5.

NOTE: As the office of record for vouchers paid, OMES requires the original voucher form and
normally the original invoices for its files. However, with current technology, there is now
the possibility of vendors providing only fax copies or other electronic methods of providing
invoices. Therefore, the Management and Enterprise Services will accept photocopies or
faxes of invoices when an original is not available. This places a greater burden on the
agencies for controlling duplicate payments. In the case of Alternate System participating
agencies, the original voucher form and invoice should be on file with the agency’s central

accounting office as the office of record.
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POINT OF EMPHASIS: Agencies should adopt written policies standardizing how payers

enter the invoice ID on the voucher. Compliance with the standard policies ensures

consistency so that system edits will detect duplicate invoice numbers and prevent duplicate

payments. Accurate invoice numbers also help to ensure proper credit is applied by the

vendor.

The policies should cover:

1.

The invoice must be entered exactly as it appears with the inclusion or exclusion of
leading zeroes and non-numeric and non-alpha characters.

When the agency must process the invoice on more than one voucher, the agency policy
must specify when that is allowable and what specific identifiers will be added at the end
of the vendor invoice number (alpha or numeric).

When no identifiable invoice number or code is present, the agency policy must specify
what specific identifiers will be used.

When processing an invoice and credit memo together, both the invoice and credit memo
numbers should be entered on the voucher. It is advisable to enter the invoice number
first, followed by the credit memo number, since vendors are more likely to search for an
invoice number. Please address invoice and credit memo numbers entered on one
voucher in the agency’s written policies standardizing how payers should enter invoice

numbers.

NOTE: Changes should not be made to vouchers once the vouchers and batch slip (batch slip only

for agencies using imaging) are submitted to OMES.

If there is a problem with a voucher that is already included on a batch slip and submitted,

please call OMES to see if it can be sent back to your agency. Also, if a voucher is listed on a

batch slip and you decide not to submit the voucher, be sure to remove the pay group from

the voucher and re-run the batch-slip so it is not included on the batch.

B. Vouchers from Remote Agencies (Selected Agencies )
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The “Vouchers from Remote Agencies” process is restricted and is an Inbound Interface that
allows the Electronic Data Transfer (EDT) agencies to submit miscellaneous voucher/warrant
information that will be loaded into the State Accounting System. This Inbound Interface offers
an Edit and Load option. The Edit option is a preliminary run that will only perform certain edits.
There is also a Load option that will edit the data and then load the agency’s successful vouchers.

Either option will return an edit report.

An agency’s voucher numbers will become one or more vouchers within the State Accounting
System. Typically, a voucher relates to an invoice. The Alltrans file provides the voucher numbers,

invoice numbers, and warrant numbers.

C. EDT Submission
An agency requests access to upload the data by submitting a completed OMES Form 90; IBM

Systems Access Authorization Request to obtain access to upload the data. Miscellaneous
vouchers data must be submitted in formatted voucher record layouts to accomplish the task of
electronic data transmission to the Office of Management and Enterprise Services. The three
different record type layouts are Header Record Layout, Funding Record Layout, and Payee

Record Layout. See http://www.ok.gov/cio/documents/clmsps layout.pdf for technical

computer instructions for “Upload” and Miscellaneous Voucher File Layout.

1. Agency assigns an EDT number for the vouchers file to be submitted. This number should
be assigned in sequential ascending order.

2. File transfers are from the Regatta mainframe system. A panel within State Accounting
System contains the Voucher Form Remote Agencies jobs that must be run in order to
upload information.

3. The submitting agency will correct the edit errors and resubmit the vouchers via another
EDT transmission.

4. Successfully loaded vouchers are to be batched as follows.

a. Vouchers will be assigned State system voucher numbers and should be batched

by Pay Group
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b. The vouchers within each batch should be in sequential, ascending voucher
number order, although not necessarily in numerical sequence (e.g., 1-25, 28-35,
41-50).

c. For non-scanning agencies, vouchers must be horizontally tri-folded with the
Business Unit number and voucher number showing on top. Vouchers must be

folded with the invoice or voucher form attachment attached inside the fold.

5. Vouchers eligible for payment within a pay group will print on an OMES Form 25B,
Voucher Register Batch Slip Notice, generated through the State Accounting System as a
report (Navigation: Accounts Payable>Reports> Vouchers>Voucher Batch Slip) [Run
Control ID required] with the following fields:

a. Agency/Business Unit
b. Pay Group

c. Voucher Count

o

Batch Total

e. A listing showing each Voucher Number, Voucher number (internal # for EDT
agencies only), and amount.

f. The certification that must be signed by an authorized approving officer for the

agency with Title and Date.

6. The batch slip and vouchers should be submitted together to OMES to ensure proper
handling and processing. The batch slip should include only those vouchers that are being
submitted. Vouchers with exceptions that did not print on the batch slip should be
corrected and submitted with a subsequent batch slip. Vouchers that are eligible to pay
but are withheld from the batch should either have the Pay Group removed or be placed
on hold so as not to print on a batch slip until they are ready to be submitted to OMES.

Each separate batch of vouchers should be rubber banded (or paper clipped) together
with the batch slip on top in a manner not to be separated during the submission to OMES.

If a batch must be split to fit into envelopes, etc., attach a note identifying the vouchers as
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being part of a batch by showing the date and pay group. Agencies participating in the
Voucher Imaging Program will submit only the batch slip. See 50.90.06.

D. Direct Entry Procedures
The State Accounting System provides the function for preparing and printing vouchers for
submission to OMES. Users are required to obtain access to the State Accounting System by

submitting an OMES Form 301, System Access Request Form (Financials). This form must be

completed by the person requesting access and signed or initials by the individual’s manager

and signed by the Agency Security Representative. Users are also required to attend classes on

how to use the system. Classes are COR113 — AP Regular Vouchers (Direct Vouchers), COR112

- PO Vouchers (Encumbered Vouchers), and COR118 - AP Inquiry and Reporting. Refer to the

training manuals from these three courses for specific use of the system. Manuals can be found
on the OMES/CIO Business Application Services (CORE) Financials website located at

http://www.ok.gov/cio/Customer Portal/Business Application Services Essentials/Financials

/.

E. Alternate System for Settlement of Miscellaneous Vouchers
Participation in this program can be through specific statutory authority or through legislative
authority granted to the Office of Management and Enterprise Services. It is designed for
approved agencies to process their expenditures based on their own internal encumbrance and
pre-audit systems, and on-site maintenance of their voucher documents. Said internal systems
must be pre-approved by OMES and are subject to ongoing post-audit reviews by OMES
Transaction Processing staff. Participation in this program by institutions of higher education
requires joint approval by the State Regents for Higher Education and the Office of Management

and Enterprise Services.

The alternate system voucher procedure functions in the same way as the EDT process for
supplying the expenditure data to OMES. However, the actual voucher documents are retained
at the state agency and are post-audited via statistical sampling selection methods by the OMES
Transaction Processing staff. The agency should submit an OMES Form 25B, but retain the

voucher documents at the agency. An agency may submit an OMES Form ALT, Alternate System
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F.

Transactions Transmit Authorization for each user transmitting the file and retain Form 25B at

the agency.
POINT OF EMPHASIS: The Form 25B should be printed between 1:00 and 1:30 p.m.
each day after the noon budget checking job is run but before the Alternate Pay Cycle

is run.

Procedures for operation of the program will be provided to agencies interested in seeking
approval to convert to the alternate system. For institutions of higher education to seek
conversion, approval must first be obtained from the State Regents for Higher Education.
Institutions should complete a request/approval form included with the program procedures.
The completed form must be submitted to the State Regents office where it is approved and then

forwarded to OMES.

Note: The request/approval form may also be obtained by contacting the OMES Transaction
Processing Director. For other agencies, they must submit the completed form to the Director,
Transaction Processing, or OMES. The Director will make arrangements with the agency for an
on-site review of its encumbrance system, pre-audit system, and document storage procedures
and facilities. The Director will then make a recommendation to the Director of the Office of
Management and Enterprise Services for approval or disapproval of the agency based on the on-

site review and the agency's documented encumbrance and pre-audit procedures provided.

If approved by the Director of the Office of Management and Enterprise Services for conversion
to the alternate system, the Transaction Processing Director will make arrangements with the
agency on establishing a conversion date. Should an agency be notified of disapproval based on
the on-site review findings and/or agency procedures documentation, any reasons will be
provided. The agency can request a subsequent approval once said deficiencies have been

corrected.

“700 Class Funding” Voucher Transactions
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This program was designed to move Agency Special Account (ASA) class funding activity from
depository class fundings to operate similar to treasury class fundings within the State

Accounting System.

a. InGeneral
Approved agencies report ASA activity by combining the expenditure information
previously reported to OMES on OMES Form 11A and warrant issue information
separately reported to the Office of the State Treasurer (OST), into a single
transmission. OST warrant issue information is then pulled out and electronically
transferred to OST. A “7XX Class Funding” (e.g., 700, 701, etc.) is established for each
existing ASA an agency may have, as authorized by OMES, or they can be consolidated

into a single “700 Class Funding” at the discretion of the agency.

Application for a “700 Class Funding” for an existing ASA is through submission of a letter to the
Accounting and Reporting Department of the OMES, and establishment of available budget, see

Chapter 20 - Budgeting. However, if the request is for a new ASA account, then an OMES Form

18A, ASA Application must be submitted. Submission of the “700 Class Funding” data is through
one of the previous methods discussed: EDT or direct entry into the state system. As with the
Alternate System for Settlement of Vouchers, no actual voucher documents are submitted.

Agencies must only submit an OMES Form 25B, but retains the voucher documents at the agency.

However, an OMES Form 700, 700 Fund Transactions Direct Entry/Transmit Authorization, can

be completed and submitted for each user transmitting the files or entering the data in the State
Accounting System, eliminating the need for submission of Form 25B. The agency should

continue to retain Form 25B in agency files.

POINT OF EMPHASIS: Alternate system agencies should also print the Form 25B
between 1:00 and 1:30 p.m. each day after the noon budget checking job is run, but
before the “700 Class Funding” Pay Cycle is run.

The type of payments from a “7XX Class Fundings” is restricted to the authorized expenditures of

the original ASA class funding. Payment of travel expense vouchers and payroll related expenses
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G.

previously paid via a travel voucher or miscellaneous voucher (i.e., insurance, retirement, etc.),
must continue to be submitted as vouchers to OMES. These vouchers are still considered a
“miscellaneous voucher” payment and not a “700 Class Funding” transaction even though they
are paid using a “7XX Class Funding”. Furthermore, submission of these vouchers must be

through either the EDT or direct entry procedures.

There is an exception to this travel expense and payroll related expense payment procedure for
agencies under the Alternate System for Settlement of Miscellaneous Vouchers, which can
process said payments as “700 Class Funding” transactions and issue their own checks if they
choose to do so. Such payments would then be reported as “700 Class Funding” transactions and
not as Alternate System Vouchers.
b. Advance Payment Allowed as Follows
As a necessary operating procedure, when required, advance payment will be allowed for
performances such as Visual and Performing Arts events at colleges and universities.
Promoters and performers will often require payment, either at the time the performance
contract is signed or on the first day of the performance. This is consistent with the

performing arts industry standards and practices.

Supporting documentation (e.g.,, signed contracts, invoices, and other forms of written
communication) should be retained with the payment record as justification for the advance
payment. Such documentation will be provided to OMES as part of its audit when such
payments are identified for audit review. We also recommend that prior approval be sought
from OMES when such advance payment is necessary in order to save it from possibly being
a finding through an audit should the payment be questionable. Requests can be submitted

to Steve Wilson, Director, Transaction Processing at OMES/CAR at

steve.wilson@omes.ok.gov.

“700 Class Funding” Manual Warrants
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“700 Class Funding” expenditures should be disbursed on check stock held at the agency only
when the expenditure must be issued immediately; otherwise, the expenditure should be issued

on an OST warrant.

EDT agencies should submit the EDT transmission no later than 3:00 p.m. on the day the manual

warrants are issued. The Edit Vouchers from the Remote Agencies option should be run before

loading the vouchers so that the Edit report can be reviewed to ensure that:
1) the warrant numbers submitted (usually also the internal voucher numbers) are the
actual numbers of the warrants issued,
2) the total amount of the submission agrees to the total amount of the warrants issued, and
3) the bank account number on the warrants corresponds to the class funding used in the
transmission.

If warrant information is loaded incorrectly into a State system voucher, call the Office of

Management and Enterprise Services at (405) 521-6187 or 522-6855 before 4:00 p.m. (the time

when the issue record is sent to the Office of the State Treasurer) so the voucher can be corrected.

Direct Entry agencies should create the voucher on the day the warrant is written and submit a

signed Form 15A Claim jacket form, accompanied by a copy of the manual warrant, within

twenty-four hours to OMES so that the issue record can be sent to OST timely.

POINT OF EMPHASIS: Agencies must implement internal control procedures to ensure
manual warrants are not released to the payee before the warrant is recorded. 62 O.S. §
89.6.A.2 allows the Treasurer to charge agencies a handling and processing fee if an exception
item is identified because a manual warrant is presented for payment before it is entered into

the State Accounting System.

Agencies using Express Checks are not required to submit actual voucher documents unless the
warrant is for travel and payroll related expenditures authorized to be paid from a “7XX Class

Funding”.

50.10.03 Voucher Form Entries
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Certain common data elements are required on every voucher form. Included are the:
* Business Unit number of the paying agency
* Voucher Number
* Vendor ID Number
* Vendor Name
* Vendor Location code
* Vendor Address code
* Invoice Number
* Invoice Date
* Invoice Amount
* Account Code(s)
* (Class Funding(s)
* Department(s)
* Fund Type(s)
* Bud Ref (s)
* CFDA Number(s) - as appropriate for federal awarded dollars

* Approving official's signature.

The State Accounting System will assign the voucher numbers in sequential order. EDT paying
agencies can assign internal voucher numbers: however, they are not a data element in the state
computer system. Paying agencies can use multiple class fundings, accounts, departments, etc. on all
vouchers except “700 Class Funding” vouchers, which require that the class funding correspond to
the bank account. If it is necessary to create separate vouchers for a payment or reimbursement,
each (or multiple) voucher(s) should cross-reference the other voucher number(s). An agency
approving official's signature is required on all vouchers. All officials and employees authorized to
approve payrolls and vouchers are bonded under a "blanket bond" procured through OMES. A
"blanket bond" is defined by statute as a public employees' blanket position bond covering all
employees up to the penalty of the bond for each employee. No other bond shall be acceptable as

surety for any elected or appointed officer or employee of this state in lieu of the bond so provided.

(74.0.S. § 85.26)
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Vendors receiving payments for products or services through the State Accounting System must be
assigned a vendor identification number by the State Accounting System. When establishing vendors
in the Vendor File, vendors must provide their federal (FEI) identification number. OMES takes the
position that doing business with the State of Oklahoma includes the requirement to provide tax
identification information by means of the signed IRS Form W-9 or a W-9 substitute (included as part
of the OMES Vend Form). This requirement allows OMES to identify the vendor early into its business
relationship, and will aid OMES if the vendor payment is to be reported to the IRS through the 1099
reporting process. In the event a vendor refuses to cooperate with providing a Form W-9, it should
be reminded that future payments to them may be subject to penalty under IRS rules. (See Vendor

File)

50.10.04 Voucher Jacket and Notarized Voucher

Claim Jacket Voucher Form (OMES Form 15A), and notarized/withholding form (OMES form 3) -

Instructions
A. Common Requirements
1. Enter data elements common to all vouchers into the state system voucher as instructed
in 50.10.03.

2. For encumbered payments, copy the receipt or purchase order into the voucher.

NOTE: Whether the receipt or purchase order is copied into the voucher, the State Purchasing
System issued purchase order ten digit number, beginning with your agency business
unit number followed by a 9 then six numbers (Example: 0909000001), will print on the
Form 15A.

Point of Emphasis: If the purchase predates the encumbrance document, the voucher

should not be processed without appropriate justification explaining the encumbrance delay.

3. A vendor may assign their rights to the proceeds of a voucher by notifying the agency
to assign a different ‘Remit To’ payee. The Claimant must authorize the assignment
by signing the authorization in the space provided.
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4. Submit the original copy of the voucher form along with any attachments stapled and
the voucher folded. The invoice attached to the voucher should be the original unless
it is not available.

5. When vendor invoices are altered, there must be proper justification and approval
documented on the invoice. In such cases, an agency employee should confirm the
change with the vendor and document the reason for the change and that the vendor
authorized it, and then sign/initial the change. There may also be an adjustment
based on non-acceptance or non-receipt of items listed on an invoice, whereby, the
agency may opt to correct the invoice instead of requesting a new one. As with other

alterations, give the reason for the change and sign/initial the change.

B. Voucher Jacket Form - Description & Special Requirements
1. The primary method of paying state obligations for goods and services is by use of a

Voucher Jacket Form (OMES Form 15A). The voucher jacket form must be accompanied

by the original vendor invoices or contract estimates for which payment is to be made
and the invoices and estimates must be signed by an employee of the agency to indicate

the goods or services have been received. (62 0.S. § 34.65)

NOTE: The invoice attached to the voucher should be the original unless it is not
available. (The 15A Claim Jacket Voucher Form name originated from the first voucher form
that was a "jacket" or envelope form and invoices were placed in the jacket to be submitted
for audit.)

2. Required data elements:

a. Vendor information:

i. Vendor (ID Number)
il. Name
iii. Location
iv. Address
b. Invoice information
i. Invoice Number
il. Invoice Date
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iii. Total (amount)
C. Distribution Line (funding)
I. Amount
il. Account
iii. Sub-Account (optional)

iv. Fund Type

V. Class-Funding
vi. Dept.
vii. Bud Ref

viii. =~ CFDA# (as appropriate for federal awarded dollars)

C. Notarized Voucher and Disbursements of Payroll Withholdings Form - Description &

Special Requirements

1.

The Notarized Voucher and Disbursements of Payroll Withholdings Form (OMES Form 3)
have two purposes. First, it is used in cases where no invoice is required/available and
is signed by the claimant who is or represents the vendor of the goods or services to
whom the obligation is owed. The claimant's signature must be notarized. Agency officers
and employees are not authorized to sign in lieu of the claimant except as specifically

authorized by 50.90.02 POSTAGE. Second, it is used for processing payroll withholding

payments. The form must be signed by the appropriate payroll or accounts payable
official, however, the signature is not notarized. See 50.20.05 for processing Payroll
Withholding Vouchers.

The form must include a detailed description of the goods or services received for which
payment is being made. Where applicable, quantity, unit prices, dates when services
were performed, etc. must be entered. The Approving Officer is certifying the satisfactory

receipt of goods or services.

NOTE: No separate invoice is required with the Form 3; therefore, the data entered must
be at the invoice level of detail. When serving for payroll withholding payments the

payroll voucher number, payroll date, and type of withholding should be listed.
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3. The Form 3 is completed and used as an attachment to the Voucher Jacket Form OMES

Form 15A.

D. Special Provisions - Encumbered Payments
Override of Encumbrance Amount - An override of 10% on the quantity of goods will be
considered only on certain types of purchases. These purchases are normally bulk purchases
(as identified by OMES Central Purchasing Division), such as, purchase of fuel, asphalt, meats,
etc. This is not a general override for all purchases. The overage amount should be identified
as non-encumbered on the voucher and entered as a separate voucher line on the state
system voucher. Only the actual encumbered balance will be charged against the order or
contract. Failure to identify the overage on partial payments could deplete the encumbrance

before the final payment is processed against the order or contract.

E. Open Accounts Payable Periods
The length of the open accounts payable period includes the current month and the two prior
months. This will apply for the month of July also. This provides approximately 60 to 90 days
to complete the payment process, finalize vouchers, reduce the related encumbrances, and

reconcile payments to POs and ensure proper posting.

The Vouchers Processed Against PO report OCP380PO can be used to monitor the
expenditures against each PO. This report identifies vouchers that fully liquidated, did not
liquidate, or only partially liquidated the encumbrance balances. The navigation for this

report is: Purchasing>Purchasing Reports>Vouchers Processed Against PO.

To reduce an encumbrance balance that is no longer needed and the last voucher created
against it is on a date that is no longer in an open accounts payable period, reduce the

encumbrance with a change order.

F. Final Liquidation of Encumbrances
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Agencies have the capability to cancel the remaining balance on an encumbrance through the
state system voucher or the purchase order and restore it to the available budget. Canceling
the balance through the voucher is a more flexible option because it can be undone and the
encumbrance restored as long as there is adequate available budget. Canceling the balance

through the purchase order is a final action.

Canceling an encumbrance through a voucher requires that only the last Voucher Distribution
Line linked to a PO Distribution line be checked as “finalized.” The Voucher Distribution Line
that should be finalized can be identified on the PO Accounting Entries screen. It will be the
last voucher listed as a reversal against the PO Distribution line. If multiple Voucher
Distribution lines on the last voucher are linked to the same PO Distribution Line, it will be

the last line listed.

Refer to Procedures to Finalize Purchase Orders to Reduce Encumbrances, on the website
http://www.ok.gov/cio/Customer Portal/Business Application Services Essentials/Financ

ials/ and http://www.ok.gov/cio/documents/COR112.doc for more information about

“finalizing” a voucher. This document also provides the procedures for canceling an
encumbrance when there is no voucher against a PO Distribution Line, and discusses

procedures for canceling an encumbrance through the purchase order.

G. Vouchers with Scheduled Due Date Greater than 90 Days
Vouchers should not be submitted for processing with a Scheduled Due date greater than 90
days. The Scheduled Due field on the Payments page of the voucher calculates based on the
invoice date and the pay terms. If this date is not within the last 90 days from the date the
voucher is processed for payment, the State Accounting System does not select it for payment.

Transaction Processing will reject these vouchers back to the agencies for correction.

H. Invoice Information on Electronic Remittance Advices, the Misc Inter/Intra Agency

Report and Warrant Stubs
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Electronic Remittance Advice includes the payee, vendor ID and location, the warrant
number, payment date, payment amount, the last four digits of the bank account number,
remitting agency, the State Accounting System voucher number, and the invoice date. It also
contains a seventy character message from the Message field on the Payment page of the
voucher, and agencies are encouraged to include a message whenever the invoice number is
not adequate for the vendor to identify the reason for the payment. Vendors receive one
remittance advice per check number with a CSV file attached, so agencies are also encouraged
to select Separate Payment on vouchers only when there is a valid reason to not combine
invoices on one payment. The remittance advices are sent to the email address maintained in
the Vendor Invoice Information page, and can also be copied to a secondary email address
maintained in the Vendor Information Contacts page, provided the contact is linked to an EFT
address and has a Type of Accounts Payable. (Vendor ID 0000181645, Oklahoma Financial
Managers Association, is an example of a vendor with primary and secondary email

addresses.)

The Misc Inter/Intra Agency report, OCP072AP, used to identify payments received from
other agencies, includes the paying agency, the payment method, remit location, invoice
number, invoice date, warrant number, bank account, the State Accounting System voucher
number, payment date, and payment amount. It also includes a seventy character message
whenever it is included on the Payment page of the voucher. Agencies are encouraged to
select the correct remit location and include a message whenever the invoice number is not
adequate for the receiving agency to identify the reason for the payment. The Misc Inter/Intra
Agency report also groups vouchers by warrant numbers and subtotals the payment
amounts, so agencies are encouraged to not select Separate Payment for interagency

payments.

Warrant stub functionality is provided by the Office of the State Treasurer, wherein
miscellaneous warrants are printed with an attached stub. The stub includes the State
Accounting System voucher number and the invoice data provided by the agency within the
voucher record, including invoice number, date, and amount. The system check can also

contain a seventy character message (first eight is the voucher number) to print on the stub.
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Inclusion of the invoice information on the remittance advices, the Misc Inter/Intra Agency
report, and warrant stubs is intended to eliminate the need to provide the vendor with
separate remittance documentation. Thus, it is important for agencies to adopt written
policies standardizing how payers enter invoice numbers on the vouchers. See 50.10.02 A
It is also equally important to select the correct remit to vendor and location and to include

payment messages in the voucher when necessary.

50.10.05 General Information and Prohibited Acts

A.

The state's fiscal year runs from July 1 through June 30.

The maximum obligation period of class fundings, without re-appropriation, is two and one half

years. This maximum period normally relates to class fundings considered as non-fiscal.

The following acts are prohibited:

1. Payment of prior fiscal year expenditures with current year appropriated class fundings
and payment of current fiscal year expenditures with prior fiscal year appropriated class
fundings, without specific statutory authority. A.G. Opinion 74-230 & 81-051

2. Advance payment of goods and services. Const. Article X § 15 and 74 O.S. § 85.44B

3. Payment of personal organizational memberships or dues, without specific statutory
authority. A.G. Opinion 63-247, 79-038, 80-059, and 80-261. There are four exceptions
as follows:

a. When the fee is for a specific position requiring such membership and is in the
name of the person holding that position. The membership must be transferable.

b. When membership can be shown to be in the best interest of the state due to
discounts on job-related training, when the discounts obtained are more than the
cost of the membership.

c. When specific coverage of individual memberships are within the terms of a grant
contract. A copy of the pertinent section of the grant contract should be included

with the voucher.
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d.

When the agency has been approved to enter the OMES Human Capital
Management Model Project. Please contact Ron Wilson, Talent Manager at
OMES/HCM for additional information regarding this exception at

Ron.Wilson@omes.ok.gov.

4. Transfer of monies to an Agency Special Account class funding or an Agency Clearing

Account class funding (via voucher payment) from other treasury class fundings, without

specific statutory authority or approval from OMES.

5. Purchase of Gifts is not authorized without specific statutory authority. The following

Constitution cites and Attorney General Opinions address the use of public funds:

a.

NOTE:

Const. Art 10, Sec. 14, - - ‘Taxes shall be levied and collected by general laws, and

for public purposes only, ... (emphasis added)
Const. Art 10, Sec. 15, - - ‘The credit of the State shall not be given, pledged, or

loaned to an individual, company, corporation, .. . nor make donations by gift, .. ."
(emphasis added)

A.G. Opinion 79-078, - - This opinion addresses tax revenues stating they must be
used for public purposes.

A.G. Opinion 79-263, - - This opinion identifies fees as taxes.

A.G. Opinion 82-071, - - This opinion further addresses that state dollars must be

used for public purposes.

Items used as advertising and promotional expenses by appropriate

agencies/functions are not considered gifts.

50.10.06 Special Voucher Procedures

This section includes various special payments or special procedures. It is not intended to be all

inclusive and others could be provided in future updates to this manual or through DCAR

Newsletters.

A. Policy on Payment for the Purchase of Refreshments

Expenditure Account Code 536110 is established for payments when purchasing refreshments

which agencies from time to time may require in their operations. This policy is presented based

Return to Main Table of Contents
Return to Chapter Table of Contents

Office of Management and Enterprise Services: Statewide Accounting Manual EEE]


mailto:Ron.Wilson@omes.ok.gov
http://www.oscn.net/applications/oscn/DeliverDocument.asp?CiteID=438996
http://www.oscn.net/applications/oscn/DeliverDocument.asp?CiteID=438995

CHAPTER 50: DISBURSING

on a review by the Attorney General's Office (Ltr, dated March 29, 1995), concluding that the
policy on the purchase of refreshments is consistent with that office's guidelines held in A.G.
Opinion 71-129. The official OMES policy on the payment for purchase of refreshments through

the Office of Management and Enterprise Services is as follows:

PURCHASE OF REFRESHMENTS - Payments for purchase of light food and drink items (e.g.,
doughnuts, cake, coffee, tea, soft drink, etc.) used as refreshments and required in connection
with meetings or similar type activities held/conducted for and in the interest of the general
public, shall be considered a valid operating expense of the agency to the extent that such
purchases serve a public purpose. This policy also covers payments for purchase of related
refreshment service items, such as disposable plates/ flatware, stirrers, coffee cream,

sweeteners, etc.

"A public purpose" as used in this policy shall mean activities or functions conducted /held in the
interest of the general public at large. The general public at large may include business guests of

the agency.

B. Fleet Fuel Purchasing Procedure - Gasoline Management System
The OMES Central Purchasing Division’s fleet fuel purchasing procedure is designed to
streamline and automate the purchase of fuel and minor maintenance service by the state in a
manner which promotes savings, efficiency, and optimum control of budgeted resources, while
providing timely, accurate service in all areas. The procedure consists of a gasoline charge card
for use by employees using state owned vehicles and a system to automate the gasoline/diesel
storage tanks owned by the state. No other purchase of motor fuel is allowed without the

approval of the OMES Central Purchasing Division. See also 50.90.01.

For more information and details about this contract, you should contact the OMES Central

Purchasing Division or the state fleet manager's office. The Fleet Management Division website

is http://www.ok.gov/DCS/Fleet Management/index.html.

C. Buying Club Direct Membership
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Buying Club Direct (i.e., Sam's Club) is an account which can allow agencies to utilize purchase
order billing for purchases made through the Club. It is designed for official business use only
and not for individual use. It differs from a buying club business membership which can be used
for business or personal expenses. The Direct account is for charge only purchases, and allows
only authorized buyers to purchase with a purchase order. Privilege to purchase is limited to

"authorized buyers,"” which the agency designates and maintains.

While this office does not take a position of endorsement of the Buying Club Direct, we cannot
find anything in law or other regulations that would prohibit agencies from paying the
administrative charges to become a member. However, OMES cautions agencies who
contemplate joining to keep in mind all state purchasing and payment requirements that may
apply, i.e., late payment penalty limitations, competitive bidding requirements, itemized

invoicing vs. statements for payment, etc.

To determine the type of purchases that may be eligible through such Buying Club Direct account,
refer to the State Purchasing Act and/or contact the OMES Central Purchasing Division for

general information.

D. CFDA Procedures for Encumbered Vouchers
The State Accounting System will allow a voucher to process with a valid CFDA number. Although
the CFDA field is not a required field in the State Accounting System, the federal CFDA number
should be included for tracking and reporting purposes. The CFDA number can be set up in the
purchase order or the voucher can be populated with the CFDA number if the purchase order
does not contain it. This procedure allows the processing of the voucher without having to
submit a change order to add or correct the CFDA number on the purchase order when ready to

pay the voucher.

E. Garnishments - Payments of Court Cost Collections when Judgment Creditor is a State
Agency
A state agency which the Court has declared judgment creditor in garnishment cases must collect

the Court costs along with the payment, and remit the collection to the Court. The procedure for
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state agencies in such cases is that the Court costs collections must be received by the agency
under the appropriate non-revenue receipt code 482115 -ESCROW DEPOSITS, and paid
(remitted) to the Court under Expenditure Account Code 553250 - PAYMENTS FOR
COLLECTIONS MADE FOR ANOTHER JURISDICTION. Such payments may be processed non-

encumbered.

NOTE: The procedure stated here does not affect payroll deductions or the way an agency

processes its withholding vouchers. It only affects agencies serving as judgment creditors.

F. Reimbursement of Employees and Officials for Purchases Made in Connection with
Agency Operations (Non-Travel)
Employees and officials may be reimbursed for miscellaneous emergency purchases or
purchases not available through their agency's normal purchasing procedures. Such a purchase
must be an official state expense and must have met the same requirements (other than prior
encumbrance) as though the agency had made the purchase. Such purchases are subject to the

agency head's approval and must be accompanied by evidence of payments. (74 0.S. § 250.6)

There is no set maximum limit on the amount which can be reimbursed; however,
reimbursements which exceed $100.00 per voucher must include a written statement of
justification for the purchase as support documentation for the voucher. Evidence of payment
must be attached to the Voucher Form 15A. Evidence of payment may be shown by: "cash"
payment on a sales receipt; front and back copy of a processed check (canceled check); credit
card statement or charge card impressed receipt; or similar annotation from the vendor
indicating the expense has been paid in full. A special expenditure account code - 561130 - is
established for this type of reimbursement when an applicable account code cannot be found.

The voucher should be charged to either an AFP or purchase order.

G. Uniform Payment for Uniform Goods and Professional Services
Payment of professional services, e.g., maintenance contracts, must be at a uniform rate
throughout the duration of the contract if the services to be provided during the period are

similar and consistent. Variance must be based on written justification for non-uniform
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payments. In addition to the justification, agencies subject to the Oklahoma Central Purchasing
Act must have authorization by the Director of Central Purchasing. For agencies exempt from
the Oklahoma Central Purchasing Act, the justification must be signed by the agency head. (74
0.S.§ 85.41.G) Following the law avoids mischarging the entire expense to the year in which it
was paid. Under the practice of uniform payment, the expense would naturally fall within the

year in which the portion of services was rendered and paid.

H. Payment of Rent/Lease of Office Space
Due to the general nature of office space rent or lease, OMES will allow the rent/lease voucher to
be processed early, whereas, the warrant can be delivered to the vendor on or about the same
time as the rent or lease period begins. Although, the earliest that OMES may accept vouchers for
processing these payments shall be one week just prior to the beginning of the ensuing rent or
lease period. With the current processing turnaround time, OMES anticipates that this procedure
will not cause any undue delay in payments to vendors by the reasonable and customary time
that the payments are due. The exception to this procedure is when the rent period is for the
ensuing fiscal year. In such case, the payment cannot be processed until the new fiscal year class

fundings are available.

I. Moving Expenses

Moving expenses must be paid pursuant to 74 0.S. § 500.51, whereby submission of a requisition

to OMES Central Purchasing Division must be made and bids from certified carriers obtained.
New hires to an agency are not covered under the provisions for payment of moving expenses:
this includes state employees hired to an agency through an interagency transfer. Pursuant to

74 0.S. § 500.55, no state agency shall authorize the move of a person's household goods except

in compliance with this act. (74 0.S. § 500.51 et seq.) Any person authorizing a violation of this

section shall be found guilty of a misdemeanor and upon conviction thereof, shall be penalized

by fine and/or imprisonment, including termination of said person's position.

SPECIFIC AGENCY EXCEPTIONS: The only exception to the nonpayment of moving
expenses for new hires is for institutions of Higher Education governed by

constitutionally created boards. Such institutions are authorized to make payment of
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new hire moving expenses, although, still subject to the provisions of the moving act.

A.G. Opinion 92-010. Following is a list of those boards and their institutions:

1. Board of Regents for the University of Oklahoma
*  University of Oklahoma
*  OU Health Sciences Center

*  Cameron University

2. Board of Regents for Regional University System of Oklahoma
*  University of Central Oklahoma
*  East Central University
*  Northeastern State University
*  Northwestern Oklahoma State University
*  Southeastern Oklahoma State University

*  Southwestern Oklahoma State University

3. Board of Regents for Oklahoma A&M Colleges
*  Oklahoma State University
*  Panhandle State University
*  Langston University
*  Connors State College

*  Northeastern Oklahoma A&M

Moving expenses are considered wages for W-2 purposes, inasmuch as they are paid in
connection with the performance of services and are attributable to employment. (See 50.20.12

Fringe Benefit Reporting).

J. Advance (Pre-) Payments
Past Attorney General opinions have held that payment to a claimant (vendor) prior to the actual
performance of work or receipt of product for which contracted, constitutes lending of credit or

monies by the state, and therefore, violates the provisions of Article X § 15, of the Oklahoma
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Constitution. In addition, pursuant to 74 O.S. § 85.44B, payment of goods and services by a state

agency, whether or not such state agency is subject to the Oklahoma Central Purchasing Act, shall
be made only after products have been provided or services rendered. The exception is payments
for subscriptions to magazines, periodicals, or books or for vendors providing subscription
services. OMES will allow a six (6) week lead time in submitting the payment prior to the
subscription commencement or expiration period, unless service is at risk of being interrupted;
then payment will be accepted at a reasonable period of time in advance of the six (6) weeks.
Additionally, due to the nature of such payments, the following situations are subject to approval
for advance payment only when failure to pay in advance would preclude the agency from

contracting for those goods or services:

1. Payments to the U.S. Government requiring prepayment, such as Superintendent of
Documents for purchase of books are normally approved.

2. Payments to fair boards and other organizations, by agencies seeking booth rental at
shows for the purpose of advertising or promoting the State of Oklahoma, will be
considered by OMES if the facts of such prepayment requirement are properly
documented with the voucher.

3. Payments to official testing organizations requiring prepayment for attendance and/or
grading of documents, for higher education or regulatory boards.

4. Registration fees for conferences, meetings, seminars, and similar events whereby in
special situations an organization requires pre-registration along with payment and by
standard policy will not accept a state purchase order/contract in lieu of payment.
Documentation on the vendor's stationary describing this fact must be sent together with
the voucher to OMES for consideration of approval or disapproval.

5. Registration fees when a discounted fee is offered if registration is paid in advance. To
qualify for this procedure, the registration fee must, 1) result in a discount to the state, 2)
allow for substitution of participant, and 3) provide for 100% refund should the event be
canceled. Documentation on the sponsor's stationary describing these facts should
accompany the voucher submitted for payment. In addition, any payment so approved
shall be timed as to arrive at the sponsoring vendor not earlier than the absolute due date

deadline for the discounted registration.
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Maintenance agreements so long as a two pronged test is met: First, where it is the
industry practice or standard for vendors to receive payment up front; second, where
there is no reasonable alternative method of payment. However, in many circumstances,
vendors will accept payment at the time services are rendered or after the fact if the
agency alerts the vendor to this provision in state law and negotiates a legal payment
arrangement with the vendor. Only when the marketplace (not the particular vendor)
will not accept this type of payment arrangement is an advance payment justified.
Accordingly, OMES requires a statement or an attachment to the voucher certifying that
both of these conditions are met before approving payment on a contract in which

services are rendered after payment is made.

K. Payment of Employee License & Certificate Fees and Related Training and/or Testing

Fees

The following policy guideline is established for payment of individual licenses, certificates, and

related training:

1.

License or Certificate Prerequisite to Employment - Employee Pays: Many state

employees are required, as a prerequisite to gaining employment in a particular position,
to obtain or hold a special license or certificate from a licensing board or association.
Expenses incurred by the job applicant, and those incurred by the employee in obtaining
the license and any subsequent renewals must be paid by the individual, not the state,
unless otherwise specifically authorized by state statute or by relevant grantor. Examples
include: licensed plumbers or electricians, attorneys at law (there is an exception for
Oklahoma Bar Association dues when the attorney position is authorized by statute - agency
must document such statutory reference with the payment), doctors, nurses, engineers, etc.

License or Certificate not a Prerequisite to Employment - State Pays: On the other hand,

some job applicants and employees are hired into or holding, respectively, positions for
which no particular license or certificate is required; however, in the actual assignment
of duties, the employee is assigned responsibilities which do require them to obtain and

hold a particular license or certificate.
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The expenses for these licenses or certificates, renewals, and for any related training or
testing may be paid for by the state. Examples include: maintenance employee who is
required to obtain an herbicide application license; a secretary who is required to act as
a notary public; a park manager who is required to obtain a water or sewer plant
certification.

3. Licenses held by the General Public - Employee Pays: Licenses required and commonly

held by the general public for personal purposes such as an operator’s driver’s license,
would not be subject for payment by the state, even when an employee may be required
to possess a valid license to operate a state motor vehicle. Such licenses which are both
widely held by the general public and which may be used for the personal enterprise of
the employee; do not qualify as a public expense.

4. Why the Difference? In theory, the compensation for job classes which contain licenses

or certificates as prerequisites to eligibility should reflect the expense of possessing and
maintaining such licenses or certificates. The compensation and the relevant license
requirements are fully disclosed to the job applicant at the time of application, and the
individual should be able to make an informed decision accordingly.
Exceptions to this general rule may be made when a new license or certificate
requirement is the result of either state or federal law or regulation, or by agency policy.
This would represent a change in the terms under which the employee was hired, and the
state could therefore pay the expenses, including any training and testing. Renewal
expenses for the license or certificate, however, would be the responsibility of the
employee. The job classification should be modified to reflect the license or certificate
requirement as a prerequisite to employment, therefore, subject to item 1 above.

5. Summary and Miscellaneous Issues:

a. The requirements of item 1 are inherent to the profession or occupation of the
position which the employee desires to work. The requirements of item 2 are
more incidental to the position. Item 3 is for the more general and personal
benefit of the employee.

b. Promotions of incumbents would be treated the same as new hires for the

prerequisite outlined in item 1.
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6. Exception:

The prerequisite can be implied; for instance, a job description may not
specifically address a license requirement but one is required by law or some
other edict. In this case, the license would be considered a prerequisite (item 1).
(Once this situation is evident, it is recommended that the job classification be
modified to make this implied requirement more explicit.)

Certified Public Accountant (CPA) testing and licensing costs as well as any costs
associated with obtaining or maintaining a CPA permit to practice are not eligible
state costs under any circumstances. The independence necessary to certify or
attest vanishes when a CPA becomes an employee of the organization.

Job related training or training required by law or other edicts are eligible public
expense. Training courses eligible for continuing education credits would be
considered a proper public expense if the course were job related or mandated
by law or other edict.

The licenses or certificates referenced in item 1 pertain to regulated professions
which permit the owner to practice in the regulated profession for compensation,
and it is inappropriate for the state to pay. However, there are some certificates
which pertain to associations and similar groups, which are not regulated
professions. Possession of a certificate from such an organization represents
acknowledgment of a particular level of achievement, but it does not give the
owner a license to practice in a regulated profession. For example, an employee
may receive a certificate from the "Association of Government Accountants” or
from the "Certified Public Managers Program" after having completed a number
of hours of course work and associated projects/tasks. These certifications

essentially represent training for the employee, which is an eligible state expense.

There is an exception to the restriction of not paying for individual licenses, certificates and

related training/testing fees. An exception, with limitations is available when the agency has

been approved to enter the OMES Human Capital Management Model Project. For additional

information regarding this exception, please contact Ron Wilson, Talent Manager at

OMES/HCM at ron.wilson@omes.ok.gov.

Return to Main Table of Contents
Return to Chapter Table of Contents

Office of Management and Enterprise Services: Statewide Accounting Manual i


mailto:ron.wilson@omes.ok.gov

CHAPTER 50: DISBURSING

L. Sales Tax Liability on Out-of-State Purchases
State agencies' tax liability on purchases from out-of-state vendors normally fall under two
scenarios. The Oklahoma Tax Commission provides the following:

1. Purchases made from out-of-state vendors where merchandise is shipped to and received
in Oklahoma normally involve Use Tax for the State of Oklahoma; state agencies are
exempt from such Use Tax. There are usually no Sales Taxes due the other state, therefore,
Oklahoma state agencies should not be charged Sales Tax on these types of purchases
(and should not pay any).

2. Purchases made from out-of-state vendors where merchandise is picked up within that
other state, receipt of merchandise occurs there and such purchases are subject to that

state's Sales Tax. Oklahoma state agencies should pay any Sales Tax billed.

An agency should contact the Business Tax Division of the Oklahoma Tax commission if they

should have problems with any out-of-state vendors regarding the above-mentioned exception

(#1).

M. Assignment of Voucher Payment
Avoucher may be assigned to a second party if authorized by the original claimant on the voucher
form. In such instances, payment of the voucher amount is credited to the original claimant for
reporting (1099) purposes; however, the warrant issued by the Office of the State Treasurer is

written in the name of the assigned payee.

Space is provided on the applicable voucher forms for completion by the claimant to authorize
the assignment of payee, including claimant’s signature; however, a signed document authorizing
assignment of payment may be included with the voucher in lieu of the claimant’s signature on

the voucher forms.

In the case of an Internal Revenue Service tax lien or an Oklahoma Tax Commission tax lien order
against the claimant, the paying agency must complete the assignment section of the voucher
form showing the assignment. The claimant's signature is not required for the assignment;

however, a copy of the lien must be attached to the voucher form as authority for the assignment.
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N. Memberships
Agency memberships are authorized and paid through the normal payment process. However, a
review of past Attorney General Opinions (e.g, 63-247, 80-059, 80-261) have shown that
payment of individual employees membership dues has consistently been determined an invalid
expenditure, except as when authorized by legal authority. Such legal authority must be cited on
the voucher. Alternatively, OMES has agreed to grant an exception for payment of individual
"position" memberships (e.g., director, comptroller, etc.) which are of a transferable nature.
When paying a membership that meets this exception, the agency should annotate the condition

on the voucher form or invoice.

0. Payment of Expenses Incurred In Prior Year (Formerly a Legal Settlement Agreement)
There is a form to use for requesting the authority to make a payment of expenses incurred in a
prior year’s budget period where said budget is no longer available due to lapsing of the class
fundings or where the budget is rolled forward into a subsequent year’s budget. The form will
be used whether the payee is an interagency vendor or an outside vendor. The form is named
“Agreement of Obligation for Expenses Incurred in Prior Year” and is available on the OMES

website under the Comptroller’s Page, then under ‘DCAR Forms'.

On this form we have removed the requirement of the former “Legal Settlement Agreement” to
be signed by the agency’s legal counsel authorized to act on behalf of the agency (or agency’s
attorney general representative). Once the form is completed and signed by the appropriate
agency representative and the vendor, the new form requires submission to the OMES budget
director for approval/denial of the payment with current year budget. Please submit the
agreement electronically to your OMES budget analyst. If approved, it will be returned to you for

you to attach to your voucher.

If the form is approved, it is considered a current obligation and therefore, a current expenditure
subject to current budget. In addition, such actions will not require prior encumbrance,
therefore, the voucher would be processed as an unencumbered payment and not against a

purchase order or contract.
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NOTE: This procedure should not be confused with the settlement agreement process under the
Oklahoma Central Purchasing Act, which ratifies an unauthorized commitment. Please refer to

40.10.18, and the OMES Central Purchasing Division Rules under the OMES website at
http://ok.gov/DCS/.

50.10.07 Voucher Pre-audit Rejections: (State Process)
A. General

The voucher rejection process has been automated with an electronic rejection notice being
attached to the voucher record in the system. This allows users to view vouchers and see the
corresponding rejection notices. The rejection attachment link is listed on the top right corner of

the Invoice Information tab on the voucher page.
B. Agencies Submitting Voucher Documents

For agencies still submitting the actual voucher documents, the rejection notice is being attached to
the voucher record in the system and a copy is included with the voucher when returned to the
agency. Once the correction is made the voucher is placed in a batch and returned with the rejection
notice to OMES as usual. (See subtopic C. following for voucher imaging agencies) Agencies
interested in the Voucher Imaging Program for scanning voucher documents and submitting only a
file containing the scans along with the Voucher Batch Slip Notice will need to contact Steve Wilson

at (405) 521-4679 or steve.wilson@omes.ok.gov.

C. Voucher Imaging Program

Agencies under the Voucher Imaging Program will be sent an email notification to the agency when
there is a voucher rejection. There is a hyperlink to access the voucher and open the attachment to

see the rejection reason.

1. The email is normally sent to the voucher preparer (unless an email is sent giving us
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a different contact’s email *). To facilitate the email notification, OMES-DCAR must
have the proper contact information for the voucher preparer. All voucher contacts
should update their PeopleSoft System profile by following these instructions:
i. Go to Main Menu — My System Profile (located at the bottom of the Main
Menu).
ii. Under the section labeled Workflow Attributes, make sure the “Email User”
and “Worklist User” boxes are checked.
iii. Under the section labeled Email, verify if the email address listed is correct.
If there is no email address, check the box for “Primary Email Account” and
enter your email address.
iv. Click ‘Save’ at the bottom of the screen.

2. Ifthe agency’s correction changes the voucher or documentation that was scanned,
agency must contact the OMES Helpdesk to request Content Management (provider
group) delete the “scanned” Form 15A and documents before agency rescans the
corrected voucher. The agency then adds a pay group to the voucher and submits

the batch slip to OMES for the final audit.

*For a different rejection notice contact, please send the email address to Jeannette

Pascher at Jeannette.pascher@omes.ok.gov or to Cathrine Edge at

Catherine.edge@omes.ok.gov.

50.20 Payroll and Benefit Vouchers

50.20.00 Overview and Subtopics Listing

A. Overview
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This section describes the state’s payroll process from establishing a new employee to processing
payroll through the state payroll system. It also includes the requirements for FICA, W-4s, employee

benefits and the termination of an employee.

B. Subtopics Listing:

01 Employment - Forms and Verification

02  Selected Payroll Setup Information

03  Payroll Processing

04 Payroll Funds Transfers (PFT)

05 Payroll Withholding and State Share Class Fundings
06 Disbursement of Payroll Withholdings Voucher Form
07  FICA (Social Security) Payments

08 Corrections to State Insurance and Retirement Payments
09 Estate Vouchers Payments

10 Payments to Board and Commission Members

11 Payments of Employee Expense Allowances

12 Fringe Benefit Reporting

13  Payments to Officers and Employees

14 Terminated Employees

15 Payroll Warrant Cancellation (PWC) Procedures

50.20.01 Employment Forms and Verification

Form W-4 Requirement

The Internal Revenue Service (IRS) Form W-4 specifically states in the Basic Instructions that for
regular wages, withholding must be based on allowances claimed and may not be a flat amount or a
percentage of wages. If assistance is needed with the W-4 worksheets, refer to the Withholding
Calculator on the IRS website, http: //www.irs.gov/Individuals /IRS-Withholding-Calculator or to IRS
Publication 919, “How Do I Adjust My Tax Withholding?”
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If an employee fails to give a properly completed Form W-4, income taxes from his or her wages must
be withheld as if he or she were single and claiming no withholding allowances or a valid earlier Form

W-4 for the same employee can be used.

Correspondence from the IRS regarding an employee should be in the state payroll system. Check
the employees’ tax data in the state payroll system to ensure compliance with any IRS direction.
Please remember that if correspondence from the IRS has been received specifying the maximum
number of withholding allowances permitted (commonly referred to as a “lock-in letter”) and an
employee submits a new W-4 claiming more allowances than the maximum allowed, the new W-4
must be disregarded until the IRS approves the withholding tax based on the new W-4. However, the
employee may furnish a new W-4 that claims less than the maximum allowed and the employer must

withhold tax based on that Form W-4.

Employees who certify to the employer on Form W-4 that they had no income tax liability for the
prior year and anticipate no income tax liability for the coming year are entitled to an exemption

from withholding for the coming year. A new form must be filed each year. If an agency received

correspondence from the IRS specifying the maximum number of withholding allowances, the
correspondence must be followed and any new W-4 form disregarded, except when the new form
lowers the number of exemptions claimed below the amount on the IRS letter. Form W-4 exemption
elections are valid for the year presented through February 16 of the following year. At that time,

the election must be renewed if conditions remain the same.

Form W-4 elections are effective when processed into the payroll system. Do not submit tax refund
requests to OMES for elections received after a payroll is processed. The new W-4 will take effect on

the next payroll. Itis not retroactive to payrolls that have already been completed.

Form I-9 Requirement
Pursuant to the Immigration Reform and Control Act of 1986, Pub. L. 99-603 (8 USC 1324a) all

employees, citizens and noncitizens, hired after November 6, 1986, and working in the United States
must complete Form [-9, Employment Eligibility Verification, at the time of hire. The form must be

completed within three (3) business days of the date the employment begins. This information is for
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employers to verify the eligibility of individuals for employment to preclude the unlawful hiring, or
recruiting or referring for a fee, of those who are not authorized to work in the United States.
Documents provided by the employee must be examined by the employer to determine whether the
documents reasonably appear to be genuine and relate to the information provided on the Form I-9.
Agencies must have a completed Form [-9 on file for each person on payroll who is required to
complete the form. The Form [-9 must be retained for a designated period and be available for
inspection by authorized government officials. The most recent version of Form I-9 may be accessed

at: http://www.uscis.gov/files /form /i-9.pdf.

Currently, Form [-9 must be retained and stored by the employer either for three years after the date
of hire or for one year after employment is terminated, whichever is later. Additional information

and updates can be found at: http: //www.uscis.gov

E-Verify Requirement

Pursuant to 25 0.S. § 1313, HB 1804 (2007), every public employer shall register with and utilize a
Status Verification System (E-Verify) as described in 25 0.S. § 1312 to verify the federal employment
authorization status of all new employees effective November 1, 2007. The earliest an employer may
initiate a query is after an individual accepts an offer of employment and completes the Form I-9. The
employer must initiate the query no later than the end of three (3) business days after the new hire’s

actual start date. Additional information and updates can be found at: http://www.uscis.gov

State agencies processing payroll directly in the state payroll system should run the PeopleSoft HCM
Query: GO_HR_AUDIT_EVERIFY periodically to determine agency compliance with Form -9 and E-
Verify requirements and to correct any identified discrepancies. Agencies interfacing payroll into the
state payroll system, should have internal processes in place to identify those employees who have

not yet had the Form I-9 or E-Verify completed.

50.20.02 Selected Payroll Setup Information

The following selected information is provided to assist in setting up employees. Refer to HCM

training manuals for more information.
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1. Reg/Temp (Employee Type codes)
Defaults from the position number selected and must be reviewed each time the
position number is changed. Interface agencies must supply the correct code on the

HR file. The codes in the state payroll system are:

R - Designates a regular employee pay status not otherwise defined in this
listing.

T -Designates a temporary employee. For payroll purposes, a temporary
employee is a person employed with the anticipation that the period of
employment will be less than 1,000 hours worked in any twelve month

period, 74 0.S. § 840-5.5. (A student is not a temporary employee at an

Institution of Higher Education if they are taking the FICA exemption
under our 218 Agreement.)

E -Designates a seasonal employee. Unless otherwise specifically authorized
by statutes, agencies may employ persons in seasonal positions only
during the period of May 1 - October 31.

S - Designates a full-time student employed by a state agency including
higher education. (A student must be enrolled in more than 6 hours

and working no more than 20 hours a week.)

2. State Retirement Plans
PUBLIC EMPLOYEES RETIREMENT SYSTEM

Retirement Plans

R-3.5% A member of Oklahoma Public Employees Retirement System
(OPERS) other than listed below 74 0.S. § 919.1 (a)
W-2.91% The 2.91% additional contribution plan (step-up) for ‘R’

Members who make an irrevocable written election for
additional contributions, 74 0.S.§913.4
Z -8.0% Correctional Officers, Probation & Parole Officers, Fugitive

Apprehension Agents who are employed with the Department
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of Corrections and Firefighters of the Oklahoma Military

Department 74 0.S. § 919.1 (b), (c), and (d).

Refer to 74 0.S. § 902 and OAC 590:10 for earnings subject to retirement.
Employer share of contributions is setin 74 0.S. § 920.

ELECTED OFFICIAL RETIREMENT PLANS
Retirement Plans

A The 4.5% employee contribution plan, 74 0.S.§ 913.4.
The 6% employee contribution plan, 74 0.S. § 913.4.
The 7.5% employee contribution plan, 74 0.S. § 913.4.
The 8.5% employee contribution plan, 74 0.S.§ 913.4
The 9% employee contribution plan, 74 0.S. § 913.4.
The 10% employee contribution plan, 74 0.S. § 913.4.
The 3.5% employee contribution plan, 74 0.S.§ 913.4

= v < B o U w

The 2.91% additional contribution plan (step-up) for ‘S’ Members
who make an irrevocable written election for additional contributions,

74 0.S.§913.4

Refer to 74 0.S. § 902 and OAC 590:10 for earnings subject to retirement.
Employer share of contributions is setin 74 0.S. § 920.

JUDICIAL RETIREMENT PLANS

Retirement Plan
M A member of URS]J] with an employee contribution base of 8% 20 0.S. §
1103.

Refer to 20 0.S.§ 1103 and OAC 590:15 for earnings subject to retirement.

Employer share of contributions is setin 20 0.S. § 1103.1.

LAW ENFORCEMENT OFFICERS PLAN
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Retirement Plan
XG A member of the Oklahoma Law Enforcement Retirement System
(OLERS) with employee contribution of 8%. 47 0.S. § 2-304.
DG A member of the Oklahoma Law Enforcement Retirement System
(OLERS) with no employee contributions, 47 O.S. § 2-305.2.
Refer to 47 0.S. § 2-300 and OAC Title 395 for earnings subject to retirement.
Employer share of contributions is setin 47 0.S. § 2-304.

OTHER PLANS

Retirement Plan

Teachers’ Retirement System 70 0.S., Chapter 1, Article XVII
Wildlife Conservation Commission 29 0.S., Chapter 1, Article 3
3. Unemployment Reporting and Tax

Contact the Oklahoma Employment Security Commission (OESC) for specific
information pertaining to covered and non-covered employment. Information is also
in the Oklahoma Employment Security Act, 40 O.S. Chapter 1. Employees are set up in
the state payroll system on the State Tax Data tab to be either subject to
unemployment reporting or not subject to unemployment reporting based on the
employment type (covered or non-covered). The taxable wage base is announced
annually by the OESC and will be published by the Office of Management and
Enterprise Services (OMES) for agencies. Agencies determine upon creation whether
to be a contributing employer or a reimbursing employer.
-Contributing Employer - Agency unemployment tax is calculated
through payroll at 1% of covered employment taxable wages. The
amount due is an employer obligation and is calculated for each
employee subject to reporting on each payroll. Institutions must
include the correct tax amounts on the interface files for employees
subject to reporting. Wages and taxes are reported quarterly by the

OMES to the OESC.
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-Reimbursing Employer - Employer pays (reimburses) the OESC for
actual benefits paid to former employees. Wages are reported

quarterly by the OMES to the OESC.

For purposes of calculating unemployment compensation tax, each state agency is
considered a separate employer by the OESC. Thus, employment by another state

agency is not a factor in the calculation of the amount due from a given agency.

4. FICA Status and Contributions
The Federal Insurance Contributions Act (FICA) tax includes two separate taxes. One
is Social Security tax (Old-Age, Survivors, and Disability Insurance -OASDI) and the

other is Medicare tax.

The employee FICA Status is located on the Payroll tab of Job Data in the state payroll
system. Leave as “Subject” except for those persons not subject to the usual FICA

taxes. The two exceptions and respective codes are:

Exempt- State employees exempt from FICA, i.e. State Highway Patrol
Officers (Troopers) employed on or before March 31, 1986 and full-time
students working part-time for the institution of higher education which

they attend.

Medicare Only- Medicare Qualified Federal Employees (MQFE) for whom only
the Medicare portion of the FICA tax is applicable. MQFE participants
include certain federal employees on the state payroll at Oklahoma State
University, Langston University and State Highway Patrol Officers
(Troopers) employed after March 31, 1986.

The FICA OASDI/Medicare tax is calculated on a calendar year-to-date basis. When
an employee's calendar year-to-date salary equals the maximum salary subject to

withholding, the state share and the employee's contribution are stopped. All
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earnings paid through the OMES are combined to calculate the accumulated earnings
of the employee regardless of the paying agency. Agencies will be advised of the FICA
OASDI/Medicare rates as they become available.

5. Income Tax Withholding Tax Status
An employee’s income tax withholding status is located on the Employee Tax Data
pages in the state payroll system. Leave as “None” except for those persons qualified

to use a special withholding tax status. The withholding tax status codes are:

None - Income taxes will be withheld based on the W-4 in effect

Do Not Maintain Taxable Gross and Do Not Withhold Tax -Very limited use and does

not apply to most employees, please contact DCAR with questions

Maintain Taxable Gross - No income taxes will be withheld, use only if employee

claims ‘exempt’ on W-4

Non-Resident Alien; Tax Treaty/NR Data - To be used only for non-resident aliens

claiming treaty benefits

6. Pay Run IDs (PayRunID)
Pay run IDs are agency specific and are only available for use by the agency for
which they were established. Pay run IDs must be attached to pay calendars
manually by ISD/CORE staff and must be available before a payroll can be

processed. If a pay run ID or pay calendar is missing, agency personnel will need to

submit a Helpdesk case to helpdesk@omes.ok.gov to request the pay calendar be

made available.

PayRunlD - is a combination of specific items to uniquely identify a payroll:

aaafyppcxx where
aaa  =agency number
fy = fiscal year
ppc = pay period code (M01, B01, etc.)
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XX = sequential number (00 = main payroll)

PayRunlIDs are limited and requests for additional pay calendars must go through

the Director of Transaction Processing.

Pay Calendar - Identifies pay begin/end dates and checks issue date. Many pay

calendars may be attached to a single PayRunID

Pay Group - Each employee (empl rcd) must be assigned to a pay group. Each pay
group is attached to a single pay calendar. Pay groups are determined based on the
employee’s:

— Compensation frequency (bi-weekly or monthly)

Employee Type (salary or hourly)

FLSA status (exempt or non-exempt)

Benefits status (yes/no)

PayPeriod Code - translates to the authorized monthly and biweekly pay period date
schedules that are issued by OMES. Any requested changes in pay periods must be
approved by OMES.

7. Expenditure Account Code
Authorized Payroll detail expenditure codes are assigned to specific earnings or
employer share deduction codes. Expenditure account codes are listed in Appendix

3 - Object of Expenditure Codes List.

8. Budget Division/Department Code
The Budget Division/Department Code is seven (7) positions in length. This code is
established in each agency's budget work program and represents the division
portion (two positions) of the budget account number and the department (five
positions) number. Agency personnel may contact their OMES budget analyst for

assistance.
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10.

State Plan - Annuity (SoonerSave)

The State Employees Deferred Compensation Plan allows eligible employees to elect
participation in the plan and consent to deferring an amount equivalent to at least
Twenty-Five Dollars ($25.00) a month. The agency shall contribute to the State
Employees Deferred Savings Incentive Plan an amount equivalent to Twenty-Five
Dollars ($25.00) per month for each employee who is an active participant in the State
Employees Deferred Compensation Plan. Agencies shall also contribute an
administrative fee for each employee who is an active participant. The administrative
fee will be determined each fiscal year by the Board of Trustees for the Oklahoma
Public Employees Retirement System (OPERS). 74 O.S., Chapter 45, OAC 590:25 and
OAC 590:35.

Education Retirement Plans

Institutions of higher education may sponsor retirement savings plans for their
employees. These plans authorize eligible employees to elect participation and
consent to deferred compensation. The types of retirement plans that may be
offered by institutions are 401(k), 403(b), and 457(b) plans. Within each of these
plans, institutions may have a designated Roth contribution program. Each type of
retirement plan and contribution program has separate reporting at year end on the

employee’s W-2.

50.20.03 Payroll Processing

Each agency is responsible for the processing of payrolls and maintaining records in-house. The

payroll withholding class fundings, state share and employee withholding, are identified in this

manual and on the payroll as 394 and 994 class fundings. Agencies that interface into the state

payroll system must ensure the current versions of the HR and PY file layouts are being utilized.

The layouts are available on the CIO website at

http://www.ok.gov/cio/Customer Portal/Business Application Services Essentials/Technical/#hr

S
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Agencies will submit the following payroll documents to OMES Transaction Processing:

1. The final Budget Check Report
2. The final Claim Document - signed
3. The CA GL Interface Trace File

Agencies that interface payroll will submit the Validate PFT Funding Report if there is a Budget
Deficit on the Final Budget Check Report.

All documents must be received five business (5) days prior to the actual pay date to ensure
adequate time for audit and processing. Once OMES receives the documents, the reports will be
reviewed and the payroll (check and direct deposits) will be released to the Office of the State

Treasurer (OST) for processing.

Payroll documents must be received by 3:00 PM in order for payroll to be released to the OST file
on that day. If the paperwork is not received by 3:00 PM, the payroll will be held until the

paperwork is received.

Original payroll documents are preferred, although legible faxes and emailed documents are allowed
in lieu of the originals. If faxed documents are sent, follow-up of the original documents will not be
necessary. The payroll document faxes should be transmitted to (405) 521-3383. The agency must
verify the transmission was successful by the confirmation on the agency’s fax machine. OMES will
initiate the payroll claim processing procedure upon receipt of the fax documents. If submitting
emailed documents, please ensure the OMES staff contact information is correct in the email. If
originals are used, send to the State Capitol attention: Transaction Processing, 2300 N Lincoln Blvd,

Room 107, Oklahoma City, OK 73105-4801.

50.20.04 Payroll Fund Transfers (PFT)

Institutions of Higher Education interfacing payroll into the state payroll system are required to
transfer cash and available budget into the Payroll Fund when processing payroll. 62 0O.S. § 34.69
The PFT file load will transfer amounts to ensure sufficient cash for the payroll. The “Validate PFT

Funding Process” will check General Ledger for available allotment and cash to ensure there are
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sufficientamounts available to process the PFT. The “Validate PFT Funding Report” will be submitted
to OMES Transaction Processing with other required payroll documents if there is a Budget Deficit

on the Final Budget Check Report.

The Payroll Fund is not included in agency budget work programs. Expenditures are recorded
against the Payroll Fund; however, a Financial System query is provided that summarizes the transfer
activity or the payroll funding of the period requested. The query is:
OCP_PAYROLL_FUND_TRANSFER_PS.

Procedures to close the Payroll Fund at fiscal year-end are to transfer the available cash and available
budget back to the original source class fundings. It may be left in the 905 class funding if it is needed
to pay prior year payrolls in the current year. The year-end balance should not be used to pay for

payroll for the following year.

When transferring cash and available budget back to the source class fundings, load a PFT file in the
state payroll system, complete the Validate PFT funding process, and submit the Validate PFT
Funding Report to OMES Transaction Processing. The DEBIT entry will be to the source class funding
or fundings and the CREDIT entry will be to the 905 class funding. The balance in the 905 current

year payroll class funding should be zero at each fiscal year end.

When transferring necessary cash and available budget from prior year source class fundings to the
Payroll Fund, for prior fiscal year payroll obligations, complete the PFT process by loading a PFT file
in the state payroll system, complete the “Validate PFT Funding Process”, and submit the “Validate
PFT Funding Report” to OMES Transaction Processing. The DEBIT entry will be to 905 class funding
and the CREDIT will be to the appropriate prior year source class fundings. In addition, the “Validate
PFT Funding Reports” should be submitted with a prior fiscal year payroll as indicated in the

PayRunlID.
aaafyppcxx where
aaa = agency number
fy = fiscal year - fiscal year would be prior year

ppc = pay period code - pay period code would be M12 or B26, etc
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XX = sequential number (00 = main payroll)

Any request to transfer cash and available budget to a current year account from a prior year account

will be rejected if the PayRunlID is not a prior period payroll.

For an otherwise valid PFT/payroll, OMES Transaction Processing will accept legible faxes and
emailed documents in lieu of the originals. The payroll document faxes should be transmitted to
(405) 521-3383. The agency must verify the transmission was successful by the confirmation on the
agency’s fax machine. OMES will initiate the payroll claim processing procedure upon receipt of the
fax documents. If submitting emailed documents, please ensure the OMES staff contact information
is correct in the email. If originals are used, send to the State Capitol attention: Transaction

Processing, 2300 N Lincoln Blvd, Room 107, Oklahoma City, OK 73105-4801.

When completing a Payroll Fund Transfer, use a unique transfer number (submitted in sequential
order) in the file. Transfer numbers will continue sequentially and will not start over at the beginning
of a new fiscal year. While any class funding can be debited or credited as necessary to record the
proper use of dollars for payroll, any funding line combination can appear only once on each PFT.
Each PFT must be associated with a payroll for a like dollar amount. Any PFT correcting a previous
transfer must be made in a separate PFT file. Itis important to remember that while the 905 Payroll
Fund may be debited or credited, the 905 class funding must appear only once in each PFT. The total
of all debits and the total of all credits must be equal.

Institutions that interface into the state payroll system must ensure the current version of the PFT
file layout is being utilized. The layout is available on the CIO website at:
http://www.ok.gov/cio/Customer Portal/Business Application Services Essentials/Technical/#hr

S

50.20.05 Payroll Withholding and State Share Class Fundings

A. Payroll Withholding Fund
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The Payroll Withholding Fund is identified in the 994 class funding. The accounts within the class

funding consist of the net pay account, and the various voluntary and involuntary withholding

accounts. The net pay account is the amount paid to the employee as salary. Most Payroll Fund

accounts (2xxxxx) are cleared by OMES. Each agency has the responsibility for maintaining the

payer/payee records for the accounts cleared by the agency. All agency-cleared withholding

accounts are indicated by an asterisk in the following list of accounts.

ACCOUNT

NUMBER ACCOUNT NAME

202060 Net Payroll Amounts

202110 Federal Income Tax

202112 1099-R Federal Income Tax

202125 FICA, Employees' Share

202135 MQFE, Employees’ Share Medicare

202140 State Income Tax

202205 State Employees' Share Oklahoma Public Employees Retirement System
(OPERS) includes Elected Officials

202215 State Employees' Share Uniform Retirement System for Justices & Judges
(Judicial)

202225 State Employees’ Share State Employees Deferred Compensation Plan
(SoonerSave)

202235 State Employees' Share Oklahoma Law Enforcement Retirement System
(OLERS)

202305 State Employees' Share Insurance

202310 State Plan Cafeteria

202315 Group Plan Cafeteria

202320 Taxable Cafeteria
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NUMBER ACCOUNT NAME

633110* Other Insurance -2% Fee

633115* Other Insurance - No Fee

633120* Other Retirement - 1% Fee

633125* Other Retirement - No Fee

633130* Credit Union & Banks

633140* Educational Employees Tax Sheltered Annuity

633150* Other Plan Cafeteria

633160* Other Retirement Tax Deferred - 457 Plan

633170* Other Retirement Tax Deferred - 403b Plan

633180* Other Retirement Tax Deferred - 401k Plan

633185* Other Retirement Tax Deferred - 401a Plan

633190* ** | Miscellaneous, includes Voluntary Payroll Deductions, Garnishments, and
Tax Levies

*Denotes withholding accounts cleared by the agency.

** For Oklahoma Child Support at non-higher education entities, the balances are swept from the

account to be submitted centrally.

All agency-cleared withholding accounts must be reconciled at each fiscal year end. Any money
left in the withholding accounts may be transferred to an account controlled by OMES and held
there for three years while agencies attempts to find the proper recipient of the withholdings.
Any balance remaining at the end of the three years will be transferred to the then current year

General Revenue Fund.

B. State Share Class Fundings
The State Share Class Funding is identified in the 394 Class Funding. The accounts within the

class funding identify the state or employer's share of payments made through the payroll
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system. All State Share Class Funding accounts are cleared by OMES. For information purposes,

the state share accounts are listed below:

202120 FICA - Employer's Share

202130 MQFE - Employer's Share Medicare

202200 OPERS - Employer's Share

202210 State Share Judicial

202220 State Match State Plan Annuity and Admin Fee (SoonerSave)
202400 Unemployment Tax

202230 OLERS - Employer's Share

C. Payroll Withholding and State Share Class Fundings - General

Transfers to the Payroll Withholding and State Share Class Fundings are not revenues to the class
fundings nor are payments from the class fundings expenditures of the state. Expenditures are
recorded to the Payroll Funds as the payroll is processed. Payments from the class fundings are
disbursements of money previously recorded as expenditure. Cash balances in the voluntary
withholding accounts in the Payroll Withholding Fund are the property of the employee from
whom the money was withheld or, if a binding obligation exists, the property of the person or
company to which the money is payable. Involuntary withholding accounts are generally binding
obligations. Use an OMES Form 3, Notarized Voucher and Disbursement of Payroll Withholdings,
to clear payroll withholding.

50.20.06 Disbursement of Payroll Withholdings Voucher Form

A. Data Elements
Agencies that interface into the state payroll system transmit payroll withholding vouchers with
the vendor IDs, the 994 class funding for agency-cleared accounts, the agency number; the
department number; the expenditure account code, 633100 - 633190 (as appropriate) for

agency-cleared departments; and the amount.
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Agencies on the state payroll system extract payroll non-tax deductions by running a PY To AP
Extract Process to create payroll withholding vouchers, which begin with the letter H, from
withholding data extracted by the HCM system. A nightly batch processing selects the extracted
data and runs an AP Voucher Post process to transfer it to the AP staging tables. A Deduction
Register, sorted by Deduction Code, is available from the HCM system and provides support for
the voucher totals. A separate COR214 Payroll to AP Process training manual explaining the

payroll and accounts payable processes is available on the CIO website at

http://www.ok.gov/cio/Customer Portal/Business Application Services Essentials/Financials

B. Supporting Documents
The agency preparing the vouchers is responsible for the retention of the documents supporting
the payments made on the withholding vouchers. Supporting documents include, but are not
limited to, invoices, individual payroll deduction authorizations, and tax levy and garnishment
notices. Individual payroll deduction information is confidential and access is to be limited. The
retention schedule for original voucher information is 7 years, unless required for active audit or

legal action.

C. Certifying Signature
In approving the voucher, the Approving Officer is certifying that the obligation is due and owing,
that the payment is in accordance with the purchasing laws of the State of Oklahoma, and that
the payment is in accordance with the laws pertaining to voluntary payroll deductions (62 O.S. §

34.70) and the rules promulgated by the Human Capital Management Division of the OMES.

50.20.07 FICA (Social Security) Payments

A. General
OMES will provide the employee and employer FICA rates and maximum amounts as they
become available through the Division of Central Accounting and Reporting (DCAR) Newsletter.
For federal tax purposes, the State of Oklahoma is the common employer of all persons paid on

payrolls processed through OMES. Thus, compensation paid by all agencies must be considered
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when determining the maximum FICA withholding and employer share amounts. OMES will

reject payrolls with overpaid and underpaid FICA amounts.

B. Corrections to FICA Withholdings
FICA withholding/employer share errors can occur in several ways. One of the most common is
the creation of an employee in the state payroll system with an incorrect Social Security Number.
FICA Status selection errors can also occur. Errors detected during the calendar year in which
they occurred, and before the first of January of the following year, can normally be corrected

with the assistance of the OMES.

Current year Social Security Number corrections can be accomplished by creating a case through
the OMES Service Desk, 405-521-2444. The case must provide all pertinent information to
include agency, employee name, state EmplID and both the correct and incorrect Social Security

Number.

If current year FICA tax has been withheld on a qualified, exempt alien or a full-time student
employed by an institution of higher education, a refund should be processed through the state
payroll system. In addition, a case should be created through the OMES Service Desk, 405-521-
2444. The case must provide all pertinent information to include agency, employee name, state
EmplID, FICA taxable wages reported in error, and warrant number on which the FICA taxes were
withheld. Employee balances will be corrected for yearend reporting. In very limited situations
will manual refunds be processed for FICA taxes withheld in error. In such cases, the OMES Form

3 should be submitted to the OMES DCAR payroll group.

If prior year FICA tax was withheld in error, contact the OMES DCAR payroll group for specific
instructions. An employee signed IRS Form 843 must be submitted along with the applicable W-
2 correction and the OMES Form 3 to OMES for processing of the refund. The IRS Form 843 must

include the following in Section 7:
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FICA taxes were withheld in error in YYYY. The amounts should not have been withheld because
(enter reason here). I authorize the State of Oklahoma to claim a refund for my OASDI and Medicare
taxes withheld and I will not submit a refund claim to the IRS myself.

The amount processed as taxable FICA wages was: $xXxx.xx

The amount of OASDI tax withheld was: $xxx.xx

The amount of Medicare tax withheld was: $xx.xx

C. FICA Refund Voucher - OMES Form 3
When the OMES Form 3, Notarized Voucher and Disbursement of Payroll Withholdings, must be

used for payment of FICA refunds, the following special instructions are also applicable:
1. Show the claimant's name just as it appears on the payroll.
2. Enter the payroll pay period(s), and warrant number(s) on which the overpayment(s)
was (were) made.

3. Enter the following added certification in the ‘Article’ area of the voucher:

“By the act of approving this voucher I, (Name) certify that I have not
claimed and shall not voucher a credit or refund for the excess social security

contributions for the year 20__, which were deducted by (Agency)

a. A notarized signature is required to process the form.

50.20.08 Corrections to State Insurance and Retirement Payments

A. Employees Benefits Department (EBD) Refunds
Any refund for EBD benefits improperly withheld from an employee’s pay will be processed
through the State payroll system. This process will ensure the employee’s payroll record is

accurate for federal and state tax reporting purposes.

The following procedures have been established by OMES.

1. The agency must contact the EBD office to request authorization for any benefit refunds.
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a. Refund requests will be submitted by the agency coordinator to EBD on the
Employee Premium Refund Request form.

b. This form can be found on the OMES website.

2. EBD will send the form back to the agency after making its determination.

a. If disapproved, no refund will be processed by the agency. EBD will provide
written notification to the agency stating the reason for disapproval.

b. Ifapproved, the agency will process the refund through the State payroll system.

3. The agency must contact the OMES Service Desk to obtain the proper procedures for
processing the refund.

a. The refund will be processed on the next regularly scheduled pay run for the
agency.

b. New pay runs will not be created to process refunds. (EBD refunds take up to six
weeks to process and completing on the next regularly scheduled pay run will be
within their policy.)

c. Procedures provided through the Service Desk case will ensure the refund is
correctly input and amounts properly post to either the employee or to the
agency.

d. Any amount due to the employee will be taxed appropriately, and the employee
will receive the net amount.

4. OMES will monitor the processed refunds for compliance with these procedures. Any
agency issuing refunds without prior approval will be at risk of having issued an improper
refund for which the agency must reimburse EBD through a miscellaneous voucher. Also,
the agency would be liable to OMES for any additional taxes on the amount paid to the

employee.

B. Retirement Plan Refunds (OPERS and OLERS)
Refunds on employee and/or employer contributions erroneously paid to OPERS/OLERS may be
refunded several ways.
1. Processing of refunds may be accomplished through the state payroll system. If a refund
is to be processed in this manner, create a case through the OMES Service Desk.

Procedures will be provided ensuring the refund is processed correctly. OPERS/OLERS
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must be notified of the refund along with the earnings and hours related to the refund in
order to correct the employee’s retirement information. Refunds processed through the
state payroll system will update the employee balances for yearend reporting.

2. Agencies may submit the OMES Form 94P, Request for Overpayment Refunds, for

employee and/or employer retirement contributions. The form will be reviewed and
submitted to OPERS/OLERS for approval of the refund. Once approved, the refunds will
be processed as applicable. This process could take up to several months to complete.
After the refunds have been processed, the employee balances will be corrected for
yearend reporting.

3. For OPERS refunds, Form 515-120 may be used to request a refund of employee and/or
employer contributions. Refunds are paid on the last working day of the month and can
be expected approximately three months after the month in which the error occurred if
submitted timely. Refunds of state agency employer contributions will be made by OMES
as directed from OPERS. Coordination between OPERS and OMES will ensure employee

balances are correct for yearend reporting.

50.20.09 Estate Vouchers Payments

40 0.S. § 165.3a - Wages and Benefits upon Employee's Death

Other than an employee provided with an option of beneficiary designation with respect to his
wages and benefits by his employer, all wages earned by an employee, not exceeding Three
Thousand Dollars ($3,000.00), shall, upon the employee's death, become due and payable to the
employee's surviving spouse, or if there is no surviving spouse, the dependent children, or their
guardians or the conservators of their estates, in equal shares, without the necessity of a probate

court action.

If an employee has designated a beneficiary or beneficiaries with respect to wages and benefits, the
full amount is payable to the beneficiary(ies). If there are no designated beneficiaries, the surviving
spouse, or if there is no surviving spouse, the dependent children, or their guardians or the

conservators of their estates shall be paid, in equal shares, wages earned by the employee not to
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exceed Three Thousand Dollars ($3,000.00). Any remaining amount will be payable to the ‘Estate

of’ the employee.

Additionally, 74 0.S. § 840-2.18.H.2, authorizes the proportionate share of any longevity payment

which has accrued as of the date of death of an employee, to be paid to the decedent's surviving

spouse, or if there is no surviving spouse, to the decedent's estate.

Any payments under these two state laws must be paid as follows:

1.
2.

Payroll will be processed under the decedent’s payroll record.
The earnings will be processed using the applicable deceased earnings codes and will be
taxed as required.

a. For payments in the year of death, earnings will be subject to FICA withholding

only.

b. For payments in the year after death, earnings will not be subject to withholdings.
The net amount of payment shall be withheld as a miscellaneous deduction and payments
will then be made by voucher to clear the amount withheld in the Miscellaneous Account
633190.

Agency personnel must get W-9 information from recipients to enter into the vendor
system, for payment, and for reporting at yearend.
Amounts paid due to the death of an employee will be reported as required by the IRS:

a. Earnings subject to FICA will be reported on the employee’s W-2 along with the

withholdings.

b. The amount that would have been reported on the employee’s W-2 as federal

wages will be reported on a 1099-MISC in Box 3, Other Income, for each recipient.
The reportable amount will be prorated if there were multiple recipients.
After payments have been processed, the agency must complete and submit OMES Form
DER, Deceased Employee Reporting to the OMES/DCAR payroll group. This form can be
found on the OMES website.

Specific processing instructions are in the HCM How to Document ‘Payroll Processing for

Death of an Employee’ located on the CIO website at:

http://www.ok.gov/cio/Customer Portal/Business Application Services Essentials/Hu

man Capital Management/HCM News.html
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NOTE: If an agency is presented an affidavit by or on behalf of a successor as stated in 58 0.S. § 393,

contact OMES DCAR payroll accounting for additional guidance on processing payment(s).

50.20.10 Payments to Board and Commission Members

Payments to board and commission members which are of a compensatory nature are subject to tax
reporting and the withholding of applicable income and employment taxes. The label given to the
payment is immaterial, thus, "compensation”, "meeting payment” and "per diem" are all considered
wages. This does not include per diem payments which are made pursuant to the State Travel

Reimbursement Act.

Such payments must be paid through the state payroll system and follow the standard procedures
with the following exceptions:

1. Show hoursas "0".

2. Use Earnings Code “BRD” which translates to expenditure account code 511400 -

Compensation-Board and Commission Members.

50.20.11 Payments of Employee Expense Allowances

Expense allowance payments made by certain state agencies to their employees must be specifically
authorized by statute. An example is the allowance paid to certain employees for the cleaning and
maintenance of uniforms. Expense allowances fall into two different plans as they relate to tax

withholding and reporting, accountable and non-accountable.

1. Under an accountable plan, expenses are substantiated to the employer and either paid
as a reimbursement or, if through an allowance, the excess amounts are returned to the
employer; for our purpose, the reimbursement method will be used. Such
reimbursements are not required to be reported to the IRS and are exempt from
withholding of income and employment taxes. A receipt, paid bill or similar evidence

sufficient to support the expenditure for any single expense item of $25.00 or more must
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also be provided. The following statement must be completed and submitted with each

expense allowance reimbursement made to an officer or employee.

I hereby affirm that the amount of §. was incurred by me for (e.g.,
uniform cleaning) as authorized by Title , Section of the
Oklahoma Statutes. The expense represents $. of the total $

authorized monthly/annually. Said expense was incurred in connection with

my official state activities.

Date Name

EmplID

The agency can choose to retain said documentation on-site at the agency (and simply
record the appropriate statutory cite on the voucher) if such payments are submitted as
a multiple payee voucher, in which case the volume of certification attachments may not
be feasible for submission to OMES. Said documentation must be made available for

inspection upon request of OMES or the IRS.

2. A non-accountable expense allowance is one in which payments are made to employees
without any requirement that they substantiate the expense or return any excess
amounts. Non-accountable expense allowances are W-2 reportable and subject to the
withholding of applicable income and employment taxes. Therefore, such allowances
must be paid through the state payroll system and follow the standard procedures with
the following exceptions:

a. Show hours as "0".

b. Use the applicable Earnings Code that translates to expenditure account code
511430 - Employee Expense Allowances-Reportable. Contact the OMES Service
Desk and a case will be created to assist the agency in determining the correct

earnings code to use.
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50.20.12 Fringe Benefit Reporting

A. Compliance
The taxable components of fringe benefits will be reported to the appropriate state and federal
officials as required by law. Income and payroll taxes will be withheld as necessary. The
following benefits must be reported. (For additional information, see applicable IRS

regulations.):

B. Group Term Life Insurance
1. The cost of group term life insurance in excess of $50,000.00 is taxable/reportable
income.
2. The cost is calculated using standard tables developed by the IRS. See IRS Publication
15-B, Employer’s Tax Guide to Fringe Benefits.

The amount of the benefit for each employee must be reported to OMES on the payroll with
applicable taxes withheld. The amounts listed will be reported as a part of gross wages. (Also

see G below).

C. Using State Vehicles to Commute

The personal use of employer property by an employee can cause income to be imputed to the
employee. Because Oklahoma law and the Oklahoma Constitution clearly prohibit the use of State
property for personal profit or benefit, many of the more onerous reporting requirements of the
IRS are not applicable. However, 47 O0.S. § 156.1, as amended, while forbidding the personal use
of state-owned motor vehicles, permits the use of the vehicles for commuting when the employee
is subject to emergency calls at home and the employee's status has been so designated with the
Governor, the President Pro Tempore of the Senate, and the Speaker of the House of

Representatives.
1. Pursuant to federal law, the IRS has ruled that use of an employer-provided vehicle to
commute between an employee's home and official duty station constitutes a non-cash
taxable benefit to the employee even when the use of the vehicle is for the benefit of the
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employer. Excepted are prominently-marked law enforcement vehicles when used by
armed law officers and certain limited-use commercial vehicles. The imputed income is
subject to FICA taxes and may be subject to income tax withholding. The imputed income
computation method is dependent on the employee status.

Control employees must compute their personal use income based on the annual lease
value and the fair market value of the vehicle provided, or the cents-per-mile valuation
rule. The tables and rules are available from the IRS. The IRS has defined governmental
"control" employees as elected officials and as officials appointed by the Governor and
confirmed by the Legislature. Contact OMES for further information on these methods.
Non-control employees may compute the imputed income at the rate of $1.50 for each
one-way trip between the employee's home and duty station in lieu of using the annual
lease value or cents-per-mile methods. Every commuting trip must be counted no matter
how many times a day trips are made. If more than one employee commutes in the

vehicle, each rider has imputed taxable income.

The amount of the benefit for each employee must be reported on payroll. The amount

listed will be reported as a part of gross wages. (Also See G below.)

D. Maintenance, Car, and Housing Allowances

This applies only to institutions of higher education. If an employee is reimbursed and does not

account for expenses or has the right to retain any amount in excess, these payments will be paid

through payroll and subject to payroll tax withholdings including FICA.

1.

2.

3.

4,

Any allowance for housing, in lieu of campus-provided housing, will be paid through
payroll at least monthly and will be subject to FICA and income taxes.

Any allowance for automobiles, in lieu of the Travel Reimbursement Act, will be paid
through payroll at least monthly and will be subject to FICA and income taxes.

Any expenses or entertainment allowance (maintenance) that the employee chooses not
to make an accounting for, or is allowed to keep any excess, will be paid through payroll
at least monthly, and will be subject to FICA and income taxes.

Any expenses or entertainment allowance (maintenance) that the employee chooses to

make an accounting for will be paid as a reimbursement monthly. These expenses will be
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reimbursed on an OMES Form 3 with no attached receipts required. The voucher form
must contain the date of the purchase, the payee (vendor), and the amount. This type of

payment will not be included on the W-2 form.

E. Moving Expenses

Moving expenses paid or reimbursed as authorized and in compliance with 74 0.S. § 500.51 et

seq., are considered wages for W-2 purposes, inasmuch as they are paid in connection with the
performance of services and are attributable to employment. As explained further below, said
moving expenses may or may not be taxable and/or reportable on the employee’s W-2 depending
on the type of payments. Payments may be for qualified or nonqualified moving expenses and
require a close review to ensure proper reporting is completed. Any amounts found to be taxable

are subject to federal and state income tax and FICA tax withholdings as applicable.

1. Qualified moving expenses paid or reimbursed by an employer can be treated as an
excludible fringe benefit to the employee. The exclusion only applies to the reimbursement
of moving expenses that the employee could deduct if he or she had paid or incurred them
without reimbursement. Refer to IRS Publication 15-B, Employer’s Tax Guide to Fringe
Benefits, and IRS Publication 521, Moving Expenses, for additional information on qualified
expenses. Qualified moving expense reimbursements paid directly to the employee are
reported on Form W-2 only in box 12 with code “P”. Qualified moving expenses paid by an
employer directly to a third party on behalf of an employee (i.e. moving company) are not
reportable on Form W-2.

2. Nonqualified moving expense reimbursements, paid directly to an employee or indirectly
on behalf of an employee, are taxable wages to the employee and subject to federal and state
income tax and FICA tax withholdings as applicable and includible Form W-2. (Also See G
below.)

3. Moving expenses, both qualified and nonqualified, can be processed through the state payroll
system, special earnings codes are available to correctly tax and report the amounts. If
moving expense amounts are paid through Accounts Payable, agency payroll personnel must
be notified to timely report the amounts through payroll for inclusion on the employee’s W-

2.
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See also 50.10.06 (Special Voucher Procedures) for when moving expenses are authorized by

the State.

F. Employee Recognition Awards
Gifts to employees are restricted and should only be given as part of a formal employee

recognition program. See 74 0.S. § 4121 and 4122. Furthermore, any gift cards, certificates, and

coupons given to employees are to be included in the employee’s taxable income. These items are
considered by the IRS to be cash or a cash equivalent and do not meet the requirements to be
excludable as a de minimis fringe benefit. Amounts are to be reported through payroll at least

monthly and will be subject to FICA and income taxes. (Also See G below.)

G. Tax Liability
Non-cash taxable income imputed under the provisions of paragraphs B, C, and F (preceding) and
any taxable amounts paid through Accounts Payable must be reported through payroll at least
monthly. Withholding of the employee's share of FICA is required and the matching state share
must also be paid on the payroll. Withholding of income taxes on the imputed income for vehicle
usage is optional with each agency, but employees must be notified not later than January 31 each
year if the agency elects not to withhold income tax. In either event, the income will be included

in the gross wages reported on the employee's W-2.

50.20.13 Payments to Officers and Employees

A. Payments to Officers and Employees
State officers and employees shall not be paid any salary, fee, wage, remuneration, expense
allowance, or other compensation on warrants issued by the Office of the State Treasurer except
when voucher for payment is made on the prescribed payroll form of the agency for which
services were performed. The only exceptions are as follows (and shall be made as provided by
statute for expenses incurred on official state business and processed on approved travel
vouchers or miscellaneous vouchers, as appropriate):

1. Reimbursement for travel expenses
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2. Reimbursement to officials and employee for miscellaneous emergency purchases or
other purchases not available through their agency's normal purchasing process. Such
reimbursements

a) shall be approved by the agency head,
b) must have receipts,
c) must not be otherwise restricted by state statute, and

d) must have written justification if over $100.

3. Contractual payments authorized specifically by statute. 74 0.S. Chapter 62, App. 257:20-
1-10.(c)

The above provision is not intended to keep a state agency from being reimbursed for services
performed by employees of one agency for another. Also, it shall not affect the method of
payment of any expense allowance to any officer or employee specifically authorized by statute,
or payment to uniformed employees for maintenance and cleaning of uniforms where the
payment is made under an accountable plan as defined by the Internal Revenue Service. 74 0.S.

§250.6.

B. Loyalty Oath
Every person who is elected, appointed, or employed by the State of Oklahoma for a continuous
period of 30 days or more, in order to qualify and enter upon the duties of his office of
employment shall first take and subscribe to the loyalty oath or affirmation. The oath must be
filed with the Secretary of State. Blank forms will be furnished by the Secretary of State's Office,
without charge, upon request. No compensation or reimbursement for expenses will be paid to

any officer or employee until he or she has taken and filed the oath or affirmation as required. 51

0.S. § 36.1 through 36.6.

50.20.14 Terminated Employees

Employee termination pay should be paid on the next regularly designated payday established for
the pay period in which the work was performed, unless otherwise provided for by a collective

bargaining agreement covering the employee. This applies to all employees in compliance with 40
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0.S. § 165.3, Termination of Employee — Payment - Failure to Pay. Requests should NOT be made to
OMES staff to establish additional pay calendars to pay terminated employees before the regularly
scheduled pay day.

50.20.15 Payroll Warrant Cancellation (PWC) Procedures

The OMES Form PWC should only be used when an employee is not entitled, in whole or part, to the
Payroll Funds that were processed. Agencies should identify payroll errors and process the PWC form
immediately upon discovery. The PWC procedures allow for processing time. Depending on the
timing of the PWC, either a Stop Payment/Delete or a Reversal will be initiated. Please follow all
instructions for faxing and completing the form. The OMES Form PWC and instructions are located
on the OMES website. The following link will take you to the DCAR Forms section of the website:

http://www.ok.gov/OSF/Forms/Division of Central Accounting and Reporting Forms

1. Paper Warrant Cancellations
The original payroll warrant must be marked “Void” and attached to a completed PWC form.
Send the form and warrant to OMES Transaction Processing for cancellation in the payroll

system.

Paper warrants that have been cancelled by statute require special processing as the agency
is not entitled to receive the monies back. The form and warrant must be sentto OMES/DCAR
payroll group along with a memo stating that the original payroll warrant must be marked as
“Do Not Reissue” the employee was not entitled to the monies. The DCAR payroll group will
make the appropriate corrections to the employee’s earnings for the year and coordinate

with Transaction Processing to ensure the warrant cannot be reissued.

2. Direct Deposit Cancellations
Requests for cancellation of payroll direct deposits must be made by completing the PWC
form and faxing to OMES at 405-521-3902 to initiate the cancellation procedures. To ensure
processing begins, the agency must verify the transmission was successful by the
confirmation on the agency’s fax machine. PWC forms received for direct deposit items that

are more than five (5) business days past the effective date will not be processed, in
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accordance with National Automated Clearing House Association (NACHA) rules. If agencies

encounter erroneous entries more than five business days past the effective date please

contact OST for consultation on options for recovering the monies.

A. Stop Payment/Deletes are initiated for payroll items that have been processed

through the OST three (3) or more days prior to the item'’s effective date.

1.

The OMES Form PWC must be faxed to the OMES by 12:00 noon three (3) or
more business days prior to the effective date of the payroll item.
Successfully processed stop payment/deletes prevent the monies from being
deposited into the employee’s bank account.

OMES is notified of the return on the effective date of the payroll item. The

warrant cancellation will be completed after receiving the bank notification.

B. Reversals are initiated for payroll item(s) that do not fall into the Stop

Payment/Delete time frame. A reversal is a debit transaction that follows the

credit payroll item to the employee’s bank account.

1.

The receiving bank has five (5) business days from the date of the reversal
request to return the item. All reversal items are at risk of not being returned
to the State.

NACHA rules require that an employee be notified in writing of a reversing
entry and the reason for the reversing entry no later than the effective date of
the reversing entry. Please notify the employee no later than the day the
OMES Form PWC is submitted to OMES. The statement below can be modified

by your agency and used to inform your employee(s) of the pending reversal.

A payroll item will be posted in error to your bank account on MM/DD/YY. A reversal has beenissued
and will post to your account to pull these monies back to the State. Please keep the full amount of
this deposit in your account. If the State cannot retrieve the full amount of the deposit, action will be

taken in accordance with applicable statutes and procedures to retrieve the monies from you.
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3. Once amounts have been returned to the State, the OMES will release the
PWC to be cancelled in the payroll system which returns the monies to the

agency.

If the monies cannot be recovered from the bank, the agency will be notified and will be responsible

for collecting the overpayment from the employee in accordance with 74 0.S. § 840-2.19D. The

agency should submit the OMES Form 94P to OMES/DCAR payroll group for processing if the

employee pays back the amounts through a miscellaneous payroll deduction, cash, or terminal leave.

50.30 Travel Vouchers

50.30.00 Overview and Subtopics Listing

A. Overview

This section will cover the travel rules for employees of the state along with non-state employees.

It will explain how to compile, document, and process travel expenditures whether they are

reimbursement or direct pay expenditures. The section will also cover how to determine the

mode of travel, calculation for the reimbursement of meals and miscellaneous expenses, and the

registration process.

B. Subtopics Listing:

01
02
03
04
05
06
07
08
09
10

Applicability

Official Business Travel-General Rules

Travel Reimbursement Guidelines

Lodging

Meal Expense

Transportation

Registration

Miscellaneous Travel Expenses

“Actual and Necessary” Travel Reimbursement Procedures

Other Travel Expense Reimbursement Requirements and Related Instructions
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11 Travel Use Log - Flight Service
12 Airfare Arrangements - OMES

13  Direct Purchase of Travel Expenses and Registration

50.30.01 Applicability

The guidelines set forth in this section are based on provisions of the State Travel Reimbursement

Act (STRA), 74 0.S. § 500.1, et seq., except as noted. The instructions and procedures that follow
apply to official travel of employees of state agencies, volunteers performing substantial and
necessary work for the state, and appointed and elected officials in performance of travel authorized
by the STRA, excluding certain travel by members of the state legislature covered by separate

statutes.

As used in this section, employee means the head of an agency, an agency official, or any other person
employed by a state agency. This definition also includes compensated and non-compensated board
and commission members, appointed and elected officials and other persons approved and
authorized to perform official travel for the state pursuant to the provisions of the State Travel
Reimbursement Act. This includes non-state employees (volunteers) who are performing substantial

and necessary services to the state which have been directed or approved by the appropriate

department official. (74 0.S. § 500.2)

These instructions and procedures also apply to travel by individuals being considered for
employment to and from pre-employment interviews as determined necessary and approved by an

agency.

The requirements and procedures for travel expense reimbursement as contained in this section do
not apply to contractors or the agents of such contractor firms doing work or providing service under
terms of a contract or agreement with the state. However, agencies may require contractors to
adhere to the rates and allowances set forth in the STRA in setting travel expenses. Any travel
expenses incurred by such contractors or agents must be included in the contact award and payment
to said individual or firm. Said contractor travel expenses must be included in the contract unless
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otherwise exempt. Payment of such expenses must be made through the regular vendor vouchers
procedures, as opposed to payment through the STRA and these related procedures. (See 50.10.04,
for instructions on vendor voucher payments.) (74 0.S. § 85.40)

50.30.02 Official Business Travel - General Rules

Employees on official travel for the state may be reimbursed for authorized and approved travel
expenses essential to the transaction of official business. Other persons who are not state employees,
such as volunteers, students, etc.,, who perform substantial and necessary work or service for the

state may also be reimbursed for expenses incurred during official, authorized travel.

In addition, travel expenses incurred by persons during the course of seeking employment with a
state agency may be reimbursed provided the travel was performed at the explicit request of the
employing agency and such travel is approved by said agency. The approving official's signature on
the associated travel voucher shall serve as verification that the travel was authorized and performed
in connection with the person's seeking employment at the request of the agency. Current employees
of the state who are seeking employment with another state agency or a department within their

own agency, as in the case of an inter/intra-agency transfer applicant and on their own time, shall be

entitled to reimbursement of expenses under this provision (and as a non-state employee).

A. Employee's Responsibility
Employees traveling on official business for the state are expected to exercise the same care in
incurring expenses that a prudent person would exercise if traveling on personal business.
Excess costs, circuitous routes, luxury accommodations, and services unnecessary or unjustified
in the performance of official business are not acceptable and should be avoided as a standard

practice.

Persons performing official travel as authorized by their agency are responsible for the
preparation and submission of their travel voucher, although the agency should assist in such
preparation when appropriate and/or provide training in the process. The traveler should obtain
appropriate receipts for all applicable charges and keep a personal record of miscellaneous
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expenditures chargeable to the state, noting each item as the expense is incurred. In this way, all
necessary information will be accumulated and available for preparation and submission of the

travel voucher.

All expenses claimed for reimbursement must be fully denoted and properly declared under the
appropriate section of the travel voucher. Reimbursable travel expenses are confined to those
expenses that are essential to the transaction of official business in connection with the purpose

of travel (i.e., "nature of official business") as indicated on the travel voucher.

The employee's signed affidavit affirms that all travel was performed as indicated and that the
voucher for reimbursement represents a true and correct account of travel and related expenses.
It is further implied from the traveler's signature that any expenses claimed have not been
reimbursed or otherwise provided for by other sources. This includes the certification that “No
frequent travel miles earned from any official state transportation have been used for personal
transportation purposes.” By their signature on the affidavit, the employee is held liable under

possible penalty of law for any falsified expense or misstatement of voucher. (74 0.S. § 500.15)

B. Approving Authority
Only the elected or appointed head of the agency or department, or designated representative
may approve travel vouchers for payment. The approving officer's signature on the voucher form
authorizes the disbursement of dollars and authenticates that the voucher complies with the
state purchasing laws and the STRA, or as otherwise authorized and denoted on the voucher

form. (62 0.S.§ 34.68)

The approving officer's signature on the voucher form further conveys the following:
1. Certification that the employee or official claiming reimbursement for out-of-state travel
was duly authorized in the performance of policy making, professional, technical,

supervisory, or administrative duties. (74 0.S. § 500.10)

2. If claimant is not a state official or employee, provide certification that travel was in
performance of substantial and necessary service to the State of Oklahoma, and that such

service was germane to the duties and functions of the agency.
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3. Certification that all expenses presented for reimbursement have been reviewed,
approved, and authorized for payment in accordance with the purchasing laws of the

state and the STRA, or as otherwise indicated.

C. Guidelines for Filing of the Travel Voucher
1. Authorized Forms for Filing of Travel Expenses
All vouchers for reimbursement for travel expenses must be submitted on prescribed
travel voucher forms, with expenses itemized and stated in accordance with the STRA.
Vouchers for reimbursement of expenses incurred during ordinary travel performed
under the general provisions of the STRA shall be filed on State Travel Voucher OMES
Form 19. Reimbursement of expenses claimed as actual and necessary as authorized by
the STRA or other edict shall be filed on the State Actual and Necessary Expense Travel
Voucher OMES Form 18.

2. Travel Voucher Preparation

a. Preparation and Submission. The traveler is responsible for preparation and
submission of their travel voucher, which may be typed or handwritten in ink, but
legible. Proper completion of all pertinent information fields on the voucher form
is essential for prompt payment. Incorrect or partial completion of any of the
required information risks rejection of the voucher and resultant delays in

payment of expenses.

b. Official Duty Station. This is the employee's or officer's official work
station/office. It is normally the city or town in which the employee or officer is
assigned to work. Employees or officials, whose duties are normally mobile and
statewide or multi-county in nature, may be deemed by the agency to have no
official duty station or office; therefore, the person’s home area would be

considered the duty station.
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C.

Filing Period. Vouchers for reimbursement of travel expenses shall not cover
periods of over 31 days. (74 0.S. § 500.3) This can be a single trip or multiple
trips over a period of time. In cases where the travel period (days claimed) would
extend beyond 31 days, subsequent vouchers for expense reimbursement must
be filed as necessary to cover the extended period. In addition, the current travel
voucher must be annotated to show that the travel period is continuous, and a
copy of the previously submitted voucher, if applicable should be included for

verification of the payment history of expenses claimed.

There is no limitation as to when a travel voucher for a particular trip must be
filed, except payment of expenses shall be restricted to amounts applicable to the
fiscal year in which the travel occurred. In addition, payment shall be subject to

the availability of the amounts in the agency's budget.

Payment Accountability. All vouchers for reimbursement of travel expenses must
be made payable to the person who performed the official travel, unless the
traveler authorizes assignment of payment to a second party. For example, an
employee may make arrangements with the lodging vendor to accept assignment
of payment (subject to the authorized lodging rate) for the hotel room charges to
avoid having to pay these charges directly. In such cases, the employee may
complete the "assignment” section of the travel voucher for claiming lodging
expense, and authorize the Office of the State Treasurer to issue the warrant in

the name of the lodging vendor.

Coding of Payments. All expenses claimed must be grouped and properly coded
as to the appropriate expenditure account (e.g., in-state mileage 521110; out-of-
state lodging 521260, etc.) on the travel voucher. Proper coding of the payments
is usually done by the agency according to Chapter 10 of this Manual and the

520000 series of Expenditure Account Codes which contains a complete listing of

each travel Account Code and definitions to be used on the travel voucher.
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f.  Travel by Non-State Employee. If the person completing the travel voucher for
reimbursement is not a state employee or official, the agency must indicate same
on the travel voucher. In addition, the agency must provide a description of the
services performed as required by the STRA. The appropriate expenditure
account code is 521310 - Travel Reimbursement-Non State Employees. (74 0.S. §
500.2.4)

g. Indication of Purpose of Travel. The employee must clearly state the purpose of
travel or "Nature of Official Business" on the travel voucher. The statement of
purpose of travel should be concise, but clear enough that a person apart from the
agency may understand the precise nature or purpose of the trip. For example,
indication of "Meeting" for "Nature of Official Business" is too vague to convey the
clear purpose of travel. A notation or statement, such as "Attend Office of
Management and Enterprise Services Meeting on Travel Voucher Preparation,
May 3 - 5, 2007" provides a better and more useful description of the purpose of

travel.

h. Inclusion of Object of Travel Dates for Verification of 24/48/72-Hour Travel Rule.
For expense allowance verification purpose, the inclusive dates during which the
object of travel was held or conducted must be indicated in the travel voucher
package. If the object of travel (e.g., meeting, seminar, etc.) is without a formal
announcement or brochure showing the program dates, the dates must be shown
on the face of the travel voucher form, such as in the "Nature of Official Business"
section of the voucher form. (Also see Section 50.30.03.A.(2), "Travel Criteria -
Meals and Lodging Expenses.")

i. Indication of Points and Periods of Travel. Each point of travel (including en route
stops for lodging) with its location (e.g, city and state) and the exact date and time
of starting and ending overall travel must be shown as provided for on the travel
voucher. This information is required in part to verify the use of the most direct

route in travel.
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j.  Personal Leave in Conjunction with Official Travel. When personal leave time of
any kind is taken in conjunction with the employee's official travel schedule, such
personal leave time should be reflected in the dates of entering travel and
returning home. However, the number of days and hours must reflect only the
official travel status period and a notation made identifying the personal leave
period. The employee may be allowed travel status not to exceed the customary
24-hour period before or 24 hours after the object of travel when personal leave
is taken immediately prior to the object of travel or immediately after the object
of travel has ended. (See the 24-Hour Rule, Section 50.30.03.A.3.a) However,
reasonable expectations should be considered for whether such business trip
would have required such extended period, e.g., would the person have returned

home instead of staying another night?

When personal leave time is taken in between multiple official business trips on
the same schedule, the employee must indicate the exact date and time of
departure from and return to official travel status on the travel voucher. The
payment of ordinary travel expense reimbursement shall be suspended for
periods when the employee is in personal leave status. (e.g., Oklahoma City to
Denver on business -- personal leave -- Denver to New York on business and
return to Oklahoma City) The 24-hour period after one trip and the 24-hour
period before the next trip may be considered if added costs (per diem, lodging,
etc.) are less than the transportation cost savings of not returning back home
between individual trips. A cost comparison of said time period costs -vs- any

transportation costs savings must be provided with the voucher.

k. Travel Time Adjustment for Weekend/Holiday Non-Work Periods. Travel that
transcends a weekend/holiday period must be terminated/re-instituted
pursuant to the 24-hour travel rule for periods wherein work is not performed

(See Section 50.30.10.H) (1), Weekend/Holiday Non-Work Schedule Times).
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l. Presentation of Expenses. An employee may be reimbursed only for expenses
he/she personally incurred and is entitled to voucher. No reimbursement shall
be allowed for expenses of other persons, except where specifically authorized
and normally made through established "actual and necessary" travel

reimbursement.

All expenses claimed for reimbursement must be indicated under the appropriate
sections provided on the travel voucher. Employees may list only the total
amounts spent during a travel period for certain itemized miscellaneous
expenses, such as business telephone calls, local transportation, parking fees, etc.,
without itemizing each daily charge. Paid receipts or other evidence of payment
must be provided for each expense item for which a receipt is required as the
basis of payment (e.g., lodging, registration, actual and necessary expense items
for others, single expense charges of $25.90 or more, etc.). (See also for receipts

Sections 50.30.09.B. and 50.30.10.D)

Erasures and alterations in material amounts of expense items' extended totals
on the travel voucher should normally be initialed by the traveler, and erasures
and alterations in totals on receipts should normally be initialed by the person

who signed or acknowledged receipt of payment.

The travel voucher must be signed both by the agency official authorizing
payment (e.g., a person authorized to sign voucher documents submitted for

payment) and the person making claim for reimbursement.

If authority for reimbursement of travel expenses is covered under separate edict
from the standard STRA provisions, the authority, such as statutory reference,

grant/contract number, etc., must be referenced on the voucher.

m. Exclusion of Major Category of Expense. When any of the three commonly used

major categories of expenses, e.g., meals, lodging, or mode of transportation is
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excluded or omitted from the travel voucher and one or both of the others are
claimed, the travel voucher must be annotated with a statement to show:
i. cross-reference to another voucher by number where the omitted
expense item(s) was (were) claimed;
ii. payment of omitted expense(s) made by another form or source; or)

iii. no reimbursement to be claimed for omitted expense(s).

For example, if meals expenses are claimed, there should be some indication or
notation of lodging and mode of transportation claimed or not claimed. This also
holds true for each of the other categories, such as where lodging expense is
claimed, indication should be provided regarding meals and transportation

claimed or not claimed.

The notation may be as simple as "no charge" written or typed in the applicable
expense column on the travel voucher, or the employee may explain how the
expense was or will be handled (e.g., "Lodging - no charge, stayed with relatives

or friends"; "Transportation - Agency Direct Purchase space checked, etc.).

In travel cases where the transportation expense claimed merely involves local
travel (i.e., mileage, taxi, bus, etc.), there is no need to provide a notation covering
any of the other categories. However, if the local transportation expense is a
portion of the total voucher for the trip and another voucher has been filed (or is
pending) for the remaining trip expenses, both vouchers should be cross-
referenced and a copy of the related travel voucher document may be included;
however, if not, reference number (or notation) of the respective related voucher

will suffice.

50.30.03 Travel Reimbursement Guidelines

A. General Provisions
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Reimbursement of travel expenses may not exceed the allowable daily rates as provided for in

the State Travel Reimbursement Act (STRA), other related travel laws, or grant/contract

authority. Vouchers for reimbursement of expenses, such as mileage, per diem, etc., at rates

different than as provided for by the STRA must reference the authority, such as grant/contract

number, on the voucher form as the basis for payment. In addition, a copy of the authority of

reference should be kept on file at the agency for review and verification as required. OMES

reserves the right to request a copy of the grant/contract document to verify the agency's

authority for reimbursement of any travel expense in question.

1.

In-State vs. Qut-of-State Travel

Reimbursement of certain travel expenses as provided by the STRA is determined in part
by whether travel was performed within or outside the borders of the state. For example,
reimbursement for automobiles leased or rented within the state is based on the standard
mileage rate provided for privately owned automobiles used in travel. In contrast,
reimbursement for leasing or renting an automobile outside the state is authorized at

actual rental cost, subject to approval by the agency head/director. (74 0.S. § 500.5)

For expense reimbursement purpose, in-state travel includes travel performed within the
borders of the State of Oklahoma. Trips originating from outside the state with objective
of travel within the state should be treated as in-state travel. Qut-of-state travel is any
trip in which the objective of travel is to destinations outside the borders of Oklahoma.
Travel across the state-line to merely acquire lodging does not constitute out-of-state

travel for reimbursement of expenses purposes. The trip's objective destination points

are what determine whether travel is in-state or out-of-state for expense reimbursement

pUurposes.

Persons who are based outside of Oklahoma and who perform official travel outside the
borders of the state should treat their expenses as out-of-state for reimbursement
purposes. Vouchers for reimbursement of expenses for trips that involve both in-state

and out-of-state destination points should denote the portion of travel performed in-
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2.

state/out-of-state, respectively, for application of the appropriate expense

reimbursement rates and allowances. For example:

Trip: Oklahoma City-Lawton-Wichita Falls, TX and return to Oklahoma City.

Oklahoma City-Lawton (in-state); Lawton-Wichita Falls, TX - Oklahoma
City (out-of-state).

The purpose for differentiating in-state and out-of-state travel is application of the
appropriate reimbursement rates and allowances set for certain expenses (e.g., meals)
based upon whether travel is in-state or out-of-state. Such differentiation of travel shall
not be required for routine rest stops in route to the object of travel final destination

point.

Payment of expenses for in-state and out-of-state travel must also be coded with the
appropriate expenditure account as found in the list of “Expenditure Account Codes and
Definitions," of this Manual. The agency vouchers processing department is normally

responsible for proper coding of the expense payment.

Travel Criteria - Meals and Lodging Expenses

Travel status for the purpose of meals and lodging expenses reimbursement is defined as
absence from the employee’s or officer's home area or official station area while
performing official state business. The limits of the home or official station area are
defined as the corporate boundaries of the city or town in which the employee or officer
resides or is assigned to work (See ‘Distance Test’ following). Employees or officials
whose duties are normally mobile and statewide or multi-county in nature may be
deemed by the agency to have no official station or office; therefore, absence from home
area will apply. (For such mobile officials and employees, their home shall be considered
their duty station.) For procedural definitions used on all travel vouchers when
determining starting and ending points of travel, official station shall mean the
employee's or officer's regular duty station. Any return to the official duty station will

end the travel period. If returning to travel status, a new period will be started. In
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addition, the trip must be of sufficient duration and distance to qualify as "overnight"

absence from the person's home and/or official duty station area.

Exception to Overnight Requirement: An exception to the overnight requirement is

allowed per 74 0.S. § 500.2.E.4. “State agencies are authorized to enter into contracts and

agreements for the payment of food and lodging expenses as may be necessary for
employees attending an official course of instruction or training conducted or sponsored
by any state agency. Expenses may be paid directly to the contracting agency or business
establishment. The cost for food and lodging for each employee shall not exceed the total

daily rate as provided in the State Travel Reimbursement Act.”

This sub-section of law does not include the standard language “provided the meeting
qualifies for overnight travel for the employees.” It was designed to allow agencies to
purchase meals for employees who are not in overnight travel status while attending
instruction or training conducted or sponsored by the state agency in cases where some
staff are in overnight travel and others not. Consequently, all staff attending the training
could receive a meal during said training. The cost of such meals(s) shall not exceed the

total daily rate allowed in the STRA.

Travel status for expense reimbursement purposes is further determined by the

following guideline tests (both tests must be met):

(a) Distance Test for Meals and Lodging Expenses: The travel distance performed must

be such that the employee cannot reasonably leave from and return to his/her
home or office location at the start or close of each day's work schedule. The
reasonableness guideline used for the distance test is 60 map miles (one-way) or
more. However, this is not an irreversible criterion due to varying travel factors
that could occur, requiring exception to the distance guideline. If travel does not
meet the distance guideline, that is, one-way mileage is less than 60 miles, and

there are valid reasons for waiving the distance test, the approving official should
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provide written clarification/explanation of the travel purpose and requirements
and reasons for allowance of the expense(s) reimbursement. If the employee
supplies this information, the approving official should initial the employee's
statement to show his/her review and approval. OMES/Transaction Processing
will use the explanation to determine if the requirements of the trip were
sufficient to justify exception to the distance guideline for allowance of travel
expense reimbursement. To ensure approval of voucher under such exception,
advance approval by the Transaction Processing Director is recommended. Send
such clarification/explanation of the travel purpose, requirements, and reasons
for allowance of the expense(s) reimbursement. If approved, a copy of the

approval should be attached to the voucher.

(b) Duration Test for Meals and Lodging Expenses: The STRA provides for

reimbursement for meals expenses only for periods that are "overnight."
However, in reality, there are business trips that are not literally "overnight," but
are of substantial duration to justify treatment as overnight to the extent of
requiring the employee to get necessary sleep and rest to meet the demands of
his/her work. Thus, to qualify for overnight travel, employees need not be away
a full 24 hours or dusk to dawn, provided the trip is substantially longer than an
ordinary work day, and it is reasonable for the employee to need and to get
necessary sleep and rest to complete his/her work. Under this guideline, it is
necessary for the employee to have been given relief time from his/her duties in
order to get the needed sleep and rest. Relief time does not mean short rest stops
taken for napping in the car while driving to and from points of travel or during

flights. It refers to meaningful periods of sleep and rest.

The basic guideline for "overnight" travel status is there must be an overnight
lodging receipt or written verification that supports the person stayed
somewhere and received the required proper relief time during the travel period
to get rest and sleep to complete his/her assigned work. Approval of payment

shall be based on the employee's true account of travel and the approving

Return to Main Table of Contents
Return to Chapter Table of Contents

Office of Management and Enterprise Services: Statewide Accounting Manual KV



CHAPTER 50: DISBURSING

official's verification of the employee's need of rest and sleep during the travel

period.

3. Commencement/Termination of Travel Periods for Reimbursement of Meals and Lodging

(a) Standard 24-Hour Travel Rule. Reimbursement for meals and lodging expenses
shall not extend more than 24 hours before and/or more than 24 hours after the
date/time the object of travel (e.g., meeting, workshop, conference, etc.) begins

and/or ends. (74 0.S. § 500.9.E) When the event begins with a meal or dinner

reception and is considered a “meet and greet” activity, this could be acceptable
for the timing of the 24-hour rule. Open registration more than 24 hours prior to
the actual start of the event and activities that are primarily provided clearly for
the entertainment of participants, such as sightseeing tours, athletic events, etc.
are not appropriate. Exception to the "24-hour travel rule” may be allowed in
cases for special business-related meetings prior to the conference. Proper
documentation of the business purpose for participating in such early (or later)
activities should be provided with the travel voucher as justification for extending

the start of the 24-hour travel period.

Where a saving in travel costs is available through the purchase of discount airline
tickets in connection with weekend commercial airline flights (see the following
on Special 48-Hour Extended Rule and Special 72-Hour Extended Travel Rule) or
limited available flights require an earlier flight, these may also be exceptions to
the “24-hour travel rule”. However, ifitis just a person’s preference to leave early
when later flights would be available, the early travel status exceeding the 24-
hour rule would not be acceptable. Travel status for receiving per diem and

lodging would be based on the 24-hour rule from the start of the event.

(b) Standard 48-Hour Travel Abroad Rule. For purpose of meals and lodging
expenses reimbursement, official travel in areas outside of the United States may
start as early and/or end as late as 48 hours before/after the objective of the trip.

We interpret "... official travel in areas outside of the United States .." to mean
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official travel to areas outside the contiguous United States, thus travel to Hawaii,
Alaska and other possessions of the U.S,, (e.g., Puerto Rico. U.S. Virgin Islands,
etc...) would be included under the 48-hour travel abroad rule. (74 0.S.§ 500.9.F)

(c) Special 48-Hour Extended Rule. In order for the state through its employees to
take advantage of special weekend cost saving air fares, reimbursement of
expenses may be allowed to start up to 48 hours before and/or extend 48 hours

after the date of the object of travel under the following conditions:

(1) Notwithstanding any savings involved, the extra day of travel must be a
weekend day, i.e., Saturday or Sunday. For example, if the purpose of the
trip:

a. Begins on Monday/Tuesday, reimbursement status cannot begin
earlier than Saturday/Sunday, respectively, and/or
b. Endson Thursday/Friday, reimbursement status cannot end later

than Saturday/Sunday, respectively.

(2) The voucher must include a detailed cost comparison of additional meals,
lodging and other expenses versus the saving on airfare. The airfare rate
used in the comparison must come from the same travel agent as where

the cost saving ticket was purchased.

(3) Total reimbursement for meals and lodging and the cost of the airplane
ticket shall not exceed the amount of reimbursement that would have
been allowed for travel under the normal 24-hour rule plus the related air

fare cost available at that time.

(d) Special 72-Hour Extended Travel Rule. In order for the state to further participate
in the cost savings airfares offered by airline companies, state employees may be
allowed to claim reimbursement of travel expenses starting up to 72 hours before

and/or extending 72 hours after the date of the object of travel, provided:
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(1) Travel is in conjunction with a 3 or 4-day holiday weekend.

(2) The first/last day of the objective of travel is immediately preceding

and/or following the weekend day/holiday of travel.

(3) The extra day(s) of travel is a weekend day (i.e., Saturday/Sunday) or
holiday immediately adjacent to the weekend, i.e., (Thursday) Friday or

Monday (Tuesday).

(4) There is a demonstrated cost savings to the state. Presentation of travel
expense vouchers under the special 72-hour travel rule shall be similar in

procedures as the current 48-hour extended rule above.

This policy procedure allows for officials and employees on business
travel for the state to take advantage of less expensive air fares available
for weekend departures or arrivals, particularly Saturdays. To support
approval of travel under the 48/72-hour extended rule as the most
economical in terms of costs, a comparison of meals, lodging and
transportation expenses versus travel costs under the 24-hour provision
is required. Travel under the 48/72-hour extended rule shall not be
allowed if the costs of extra lodging and meals along with the discounted
air fare exceed the costs of travel under the standard 24-hour rule as
shown in the cost comparison of the two. In addition, the 48/72-hour
extended rule shall not apply where travel is by privately-owned
automobile in lieu of coach class airline fare, regardless of any direct
savings that may be demonstrated. (Unless the extended travel is over the
weekend, then the extended rule may be considered. This is also applied
to use of state vehicles - with exceptions. Requests should the submitted

to the Transaction Processing Director.)
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50.30.04 Lodging

Lodging expense reimbursement includes the actual cost for overnight sleeping accommodations
based on paid receipts and subject to limitations of the State Travel Reimbursement Act (STRA). (74
0.S. § 500.9) Besides traditional public lodging facilities, such as motels or hotels, expense
reimbursement may include rent of an apartment or other type dwelling, as well as charges or fees
associated with the use of a motor home or recreational vehicle used in travel. Reimbursement,
however, shall not cover accommodations ordinarily provided on a common carrier, such as

AMTRAK sleeper car, since such accommodations would be included in the transportation cost.

A. Regular Lodging Rates
Reimbursement for lodging expense shall not exceed the maximum daily rates. Any associated

tax charges will be reimbursed in addition to the maximum rate.

NOTE: Reimbursement of taxes on room rates exceeding the maximum rate must be prorated
down and based on the maximum rate amount. (See section 50.30.10.F, for applicability of

sales tax charges)

The current standard daily lodging reimbursement rates authorized by the STRA shall be the
amount authorized by the provisions of the Internal Revenue Code of 1986, as amended, for

deductibility of expenses for travel while away from home without additional documentation.

(74 0.S.§ 500.9)

This rate can be different depending on the location of travel as identified in the Government
Services Administration’s (GSA) Continental United States (CONUS) rates for domestic locations
and OCONUS for locations outside of the continental United States. For example, for travel within
the State of Oklahoma there may be more than one rate depending on the location. A complete

listing of the CONUS locations/rates can be obtained from the GSA per diem web site:
http://www.gsa.gov Follow the link “Per Diem Rates” which is for both lodging and meals.
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CHAPTER 50: DISBURSING

Receipts submitted with the travel voucher for reimbursement of lodging expenses incurred
during travel to one of the CONUS or OCONUS higher rate areas must show the name of the
lodging facility and its location as within the higher rate area. Payment of expenses at the higher
area rate shall only be allowed for lodging acquired at facilities located within the specified cities
and/or areas. If the receipt for lodging does not indicate such location, but the facility where
lodging was acquired is located within a listed "high rate area," the traveler or approving officer

must provide a certification statement on the travel voucher or paid lodging receipt similar to:

“I certify the public lodging place named on the lodging receipt is located in the
corporate limits or county of the CONUS city of travel.

Signature

A similar statement would be required to confirm locations in the OCONUS. OMES/Transaction
Processing shall use the national "Rand McNally Road Atlas" to verify the corporate limits of the
city/county or area of points of travel as indicated on the travel voucher in qualifying allowance

of the higher lodging rate.

B. Exception to Regular Lodging Rates
The Director of the Office of Management and Enterprise Services may authorize reimbursement
for overnight lodging while in official travel status within the State of Oklahoma at a rate of up to
one hundred fifty percent (150%) of the amount authorized above if it is determined that no
lodging was available at the OCONUS rate. Prior to authorizing such payment, the state officer or
employee shall certify the efforts made to obtain lodging at the rate set out in subsection A of this
section and the reasons why such lodging was not available within a reasonable distance from

the state officer's or employee's work location.

In order to receive reimbursement under this exception, all of the following conditions must be
met:
a. travel is within the State of Oklahoma;

b. traveler documents efforts to find lodging at the listed rate;
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c. traveler’s agency Director certifies that no lodging at the regular rate was available
within a reasonable distance.
Requests for reimbursement under this section should be addressed to the State Travel

Coordinator at agency.travel@omes.ok.gov and must be approved prior to the trip.

C. Designated Lodging
Reimbursement of the actual cost of lodging not limited to the maximum standard daily rates is
authorized when lodging occurs at a prearranged designated hotel, motel or other facility. In
such travel instances, payment shall be limited to the vendor's single occupancy room rate charge

as indicated on the paid lodging receipt.

A lodging facility may be designated under the following criteria:

1. Sponsor Arranged

(a) Lodging at Host or Headquarters Hotel. A sponsor may arrange a meeting,
workshop or similar travel objective to be held at a host or headquarters lodging
facility. In such travel instances and when the hotel or motel is specified by the
sponsor's announcement or notice (e.g., conference brochure), reimbursement
may be allowed for the actual cost of lodging not to exceed the single occupancy
room rate charge as indicated on the paid lodging receipt. However, a different
lodging rate charged than as indicated in the sponsor's announcement or notice
may be allowed when the travel objective is held or conducted at the place of
lodging (i.e., out of blocked rooms or rate reduction rooms). Other different
amounts must be explained and approved by the agency before payment of

reimbursement will be considered by OMES (approved/disapproved).

(b) Other Sponsor Arranged Designated Lodging Conditions. Lodging arranged at a
facility other than where the travel objective is held may also qualify as
designated when the sponsor provides for the blocking of rooms or rate
reductions for participants. Again, such arrangements must be evidenced by the
sponsor's announcement or notice. Reimbursement shall be limited to the actual

single occupancy room rate charged as reflected on the paid lodging receipt.
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Standard military or government rates as sometimes made available by lodging
vendors are not considered special rate reductions arranged by the sponsor for
the purpose of designated lodging. Nor would a sponsor's announcement
recommending or suggesting a list of hotels, motels, etc., for the convenience of
participants satisfy the requirements for "designated" lodging. In such cases,
reimbursement of lodging expenses shall be held to the applicable rate as

authorized by the STRA.

2. Agency Arranged

When an agency is the sponsor or host of the object of travel (e.g., meeting, workshop,
seminar, conference, etc.), the sponsoring agency may prearrange and designate the
public lodging place for employees to stay while attending the travel objective. Under
this provision, the agency must clearly be the sponsor of the object of travel, and (1) the
travel objective is held or conducted at the place of lodging, or (2) lodging is arranged
(reserved) by the blocking of rooms or rate reductions for participants. As
documentation for lodging expense reimbursement, the agency must provide the
employee with its announcement or notice stating the:

(a) object of travel (purpose),

(b) date(s) the travel objective is being conducted or held,

(c) name and location of the designated hotel, and

(d) single room rate charge authorized.

The agency's announcement or notice prepared prior to beginning of the trip
(prearranged) shall be submitted along with the travel voucher as documentation for

reimbursement of expenses. (See OMES Form 19-1, Agency-Sponsored Designated

Lodging Notice, for agency-designated lodging notice form for submission with the Travel

Voucher, OMES Form 19.)

3. Self-Designated Lodging Unauthorized.
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As stated earlier, regular travel by employees and officials in the conduct of routine state
business shall be subject to the regular lodging reimbursement rates as provided by the
STRA. Thus, an individual cannot self-designate a hotel or other lodging for the purpose
of reimbursement of expenses over and above the standard rates. This means that
reimbursement may not exceed the applicable authorized standard daily lodging rate
where, for example, a conference, meeting or workshop was conducted at a separate
location from where lodging was obtained, but the sponsor failed to provide the blocking

of rooms or rate reductions for participants (notice or announcement).

D. Use of Optional Lodging in Lieu of Designated Lodging
Employees attending objects of travel (e.g., meetings, workshops, conferences) which are
conducted or held at a designated hotel, motel or other type lodging facility may choose to acquire
optional public lodging at a lesser expensive charge. In such cases, the employee may be
reimbursed the actual cost of lodging not to exceed the single occupancy room rate charged by
the designated (host) hotel or motel. In order to verify the amount of expense reimbursement
authorized, a schedule of the designated (host) hotel single room daily rates must be submitted

along with the travel voucher.

If an employee opts to use other lodging besides the designated hotel or motel at which the object
of travel is conducted or held, reimbursement for any incurred local transportation expenses
(such as, taxi, bus, rental car, private automobile mileage, etc.) for travel between the optional
lodging location and the designated (host) lodging facility shall be allowed in an amount not to
exceed the difference between the cost of the designated lodging and the cost of the optional

lodging. (74 0.S.§500.9.C)

When optional lodging is used in connection with an object of travel conducted or held at a facility
(e.g., convention center) separate from the designated lodging place, and transportation costs
would otherwise be incurred (e.g., going between the lodging place and meeting location),
reimbursement may be allowed for necessary local transportation for travel to and from the

meeting or conference facility. Such reimbursement may also be allowed in instances where an
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employee opted to stay with friends or relatives and needed transportation to travel to a

conference facility held separately from the designated lodging location.

In instances where lodging is at no cost to the employee, such as when staying with a relative or
friend, the traveler may claim a lodging allowance of $10 for each allowed lodging night. See

50.30.05 C. Per Diem in Lieu of Subsistence.

E. Other Limited Travel Expenses in Connection With Optional Lodging
Employees performing official travel for the state may on occasion incur expenses, such as
vicinity mileage, local transportation, etc., which they wish to claim in lieu of lodging. For
instance, when an employee opts to stay with relatives or friends instead of acquiring regular
public lodging while performing official travel for the state, it may be necessary to incur local
transportation costs for travel between the lodging location and place of the meeting or other
object of travel. Limited reimbursement of such expenses incurred (excluding contract rental car)
may be allowed in conjunction with the applicable out-of-state $10 lodging allowance up to an
amount not to exceed the maximum lodging rate authorized for the area. In other words, the
total of the cost of local transportation plus the extra lodging allowance may not exceed the

standard lodging rate allowed for the area in which travel was performed. 50.30.05 C. Per Diem

in Lieu of Subsistence.

The above transportation expense allowance shall not apply where "designated" lodging has
been arranged for participants by the sponsor (host), notwithstanding any savings that may
ensue from an employee staying with relatives or friends in lieu of at the designated lodging place.
However, an exception may be applied in cases where the object of travel is conducted at a
separate location from the designated lodging facility, such as at a convention center, and local
travel between the designated lodging facility and the conference location would have otherwise
been incurred. In such cases, the travel requirements and necessity of the expense would need to
be explained on the travel voucher for review and approval/disapproval of payment on a case by

case basis.

F. Direct Purchase of Lodging
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State agencies are allowed direct purchase of lodging (and food) for employees (See 50.30.05,
50.30.10.], and 50.30.13) For example, the STRA authorizes state agencies to enter into contracts
or agreements with lodging establishments for the purchase of food and lodging for employees
attending conferences, meetings, seminars, workshops, or training sessions, or in the
performance of their duties. The cost of food and lodging for each attendant employee or official
at these facilities shall not exceed the standard daily rates as provided by the STRA. Payments
for direct purchase of food and lodging shall be paid directly to the business establishment. The
direct payment for food and lodging expenses must be filed through the vendor vouchers process

procedures on Claim Jacket Voucher Form 15A using expenditure account code 522130. The

voucher document should be annotated with the authority reference for pre-/post-audit

verification.

The STRA also authorizes certain, specified agencies to make direct purchase of food, lodging and
other expenses as may be necessary for employees for special purposes. The agencies and the
purpose under which direct purchase is authorized are explicitly named in the Act. (74 0.S. §
500.2)

G. Companion Travel - Lodging Expenses Shared
When two or more employees travel together and they share common lodging accommodations,
such as a double room, there are the following three reimbursement options:
1. Hotel provides individually billed hotel receipts, each employee may be allowed
reimbursement of the lodging expense, provided:
(a) The amount of the lodging expense does not exceed the single occupancy room
rate the employee would have ordinarily been charged and entitled to claim; and,
(b) The cumulative total of each employee's share of the lodging cost does not exceed

the total amount of the actual room charge.

2. Without receiving individually billed hotel receipts, each employee may be allowed
reimbursement of his/her pro rata share of the lodging expense, provided:
(a) A copy of the hotel lodging receipt is submitted with each employee's travel

voucher and the pro rata share is detailed on the hotel billing statement;
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(b) The amount of the lodging expense does not exceed the single occupancy room
rate the employee would have ordinarily been charged and entitled to claim; and,
(c) The cumulative total of each employee's share of the lodging cost does not exceed

the total amount of the actual charge as reflected on the paid lodging receipt.

3. One employee pays the entire lodging amount and seeks reimbursement for the total bill,
provided:
(a) The hotel lodging receipt is submitted with the employee's travel voucher and the
pro rata share for each employee is detailed on the hotel billing statement; and,
(b) The amount of the lodging expense does not exceed the cumulative total of the
single occupancy room rate each employee would have ordinarily been charged

and entitled to claim.

Option 2 is the most recognized procedure, and with Options 1 & 2 they keep the related travel
expenses associated with the employee performing the travel. Option 2 can be submitted as a
reimbursement voucher for each employee or, alternatively, as an assignment voucher to a single

employee having actually paid the entire lodging bill.

Under Option 3 the full authorized lodging amount would be claimed under one employee’s
lodging. The others sharing the room would document no lodging claimed and cross-reference
the vouchers. This option provides a method of reimbursement without requiring an additional

voucher as with the assignment method in Option 2.

For post auditing purposes, each companion travel voucher should bear cross reference to any

and all other related travel vouchers by number, when available

H. Use of Other Rented or Leased Lodging Accommodations
Agencies may authorize employees' use of rented or leased nonpublic type lodging (e.g., rent of a
room, apartment, house, etc.) for travel when it is advantageous to the state for such lodging
arrangements. For example, such arrangements may be advantageous where the cost of

conventional lodging (i.e., hotel, motel) is prohibitive or impossible due to travel to remote areas,
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extraordinarily long travel periods, foreign travel, etc. Before authorizing employees the use of
such arranged lodging accommodations, the agency must first request OMES review and
approval of its lodging arrangements proposal by submitting a letter of request explaining the
travel conditions and requirements. OMES shall review the agency's request and approve/

disapprove the travel proposal on the merits of the travel requirements presented.

When non-conventional lodging accommodations are approved and authorized as indicated
above, reimbursement of expenses shall be bound by the daily lodging reimbursement rates
authorized by the STRA. Thatis, when an employee obtains a leased or rental nonpublic form of
lodging, such as a room, apartment or house on a weekly or monthly basis, the daily expense
reimbursement shall be limited to the actual cost not to exceed the STRA applicable standard
daily lodging rate authorized for the travel location. The daily lodging expense allowed shall be
computed by dividing the total lodging cost plus any necessary incidental expenses to renting of
the lodging by the number of days the accommodations were actually used. The resulting daily
average cost shall not exceed the standard daily rate for conventional lodging for the area for
reimbursement purpose. All costs shall be evidenced by paid receipts from the landlord or

vendor.

I. Use of Motor Home, Travel Trailer or Camping Trailer for Lodging
Reimbursement of actual expenses not to exceed the standard daily lodging rate authorized by the
STRA may be allowed when an employee uses his or her privately-owned motor home, travel
trailer, camping trailer or similar mode of lodging while on official travel for the state.
Reimbursement may include such actual charges as parking fees, fees for connection, use and
disconnection of utilities (i.e., gas, electric, water, sewage, etc.), bath and shower fees and toilet

dumping fees. Any expenses claimed must be documented by paid receipts.

50.30.05 Meals Expense

A reimbursement in lieu of meal expenses, per day, while in official travel status, in an amount
authorized by the provisions of the Internal Revenue Code of 1986, as amended, for deductibility of
expenses for travel while away from home without additional documentation within the State of
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Oklahoma and outside the state is authorized, as identified in the Government Services
Administration’s (GSA) continental United States (CONUS) rates for the for domestic locations and
OCONUS for locations outside of the continental United States. (74 0.S. § 500.8)

A. CONUS Standard Meals Expense Allowance
Employees are authorized to receive a daily meals expense allowance while performing regular
business travel for the state, provided the trip meets the overnight criteria. The allowance is in
lieu of reimbursement of the actual cost of meals, and is intended to cover expenses for breakfast,
lunch and dinner, including tips, taxes and any other personal purchases such as snacks,
refreshments, over-the-counter medicines, etc. There may be more than one rate depending on
the location. A complete listing of the CONUS locations/rates can be obtained from the GSA per
diem web site: http://www.gsa.gov. Follow the link “Per Diem Rates” which is for both lodging

and meals. NOTE: We use the GSA “Meals” amount as our authorized per diem rate.

In computing the reimbursement allowance, a day shall be a period of twenty four (24) hours,
exceptno reimbursement of expenses shall be allowed for less than overnight travel. (See Section
50.30.03.A(2), “Travel Criteria - Meals and Lodging Expenses,” for definition of "overnight" travel
status.) Reimbursement may be allowed for each one fourth (1/4) day (6 hours) or major
fraction thereof (more than three [3] hours) at a rate not to exceed the per quarter day within

both the State of Oklahoma and outside the State of Oklahoma.

(Also see Section 50.30.05.E, "Meals Included in Cost of Registration or 'Package Plan' - Meals

Expense Allowance Adjustment.")

B. CONUS High Rate Locations
For travel to certain locations, the rate can be different depending on the point of travel as listed
under the (CONUS) rates for the for domestic locations and OCONUS for locations outside of the
continental United States. A complete listing of the CONUS locations/rates for the appropriate
meals and incidentals (per diem rate) can be obtained from the GSA per diem web site:

http://www.gsa.gov Follow the link “Per Diem Rates” which is for both lodging and meals.
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The Office of Management and Enterprise Services will follow GSA’s definition of “per diem
localities with county definitions.” Per diem localities with county definitions shall include "all
locations within, or entirely surrounded by, the corporate limits of the key city as well as the
boundaries of the listed counties, including independent entities located within the boundaries

of the key city and the listed counties (unless otherwise listed separately).”

For example, if an employee is in overnight travel status and obtains lodging in Edmond,
Oklahoma, the higher reimbursement rate for the Oklahoma City locality will apply (rather than
the ‘standard’ rate), as Edmond is within the same county as the “Oklahoma City locality”. For
cases where the hotel or motel location is not identified as a city on the CONUS list, then the
traveler or approving officer must provide a certification statement on the travel voucher or the

paid lodging receipt similar to:

“I certify the public lodging place named on the lodging receipt is located in the
corporate limits or county of the CONUS city of travel.

Signature
NOTE: If only per diem is being claimed such as with provided lodging and no lodging

receipt is available, then a certification similar to the following should be provided:

“I certify the official point of travel as listed on this voucher is located in the

corporate limits or county of the CONUS city of travel.

“

Signature”

C. Special Per Diem Allowance When No Lodging Is Claimed
Under certain travel occurrences, employees may be reimbursed on the basis of a special per
diem allowance for meals and incidentals, formerly known as "per diem in lieu of subsistence.”

(74 0.S.§ 500.9.B)
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A per diem allowance may be authorized by a travel claim which shall include all charges for
meals and incidental expenses where overnight travel was involved, and a traveler has lodging
provided at no cost to the state. A ten-dollar lodging per diem allowance may be claimed in
addition to the normal meals and incidental expenses per diem allowance for the location of

travel. See also Section 50.30.03.A(2), “Travel Criteria - Meals and Lodging Expenses,” for

definition of "overnight" travel status.

For example, an employee may Voucher the authorized additional allowance where overnight
travel was involved, but expenses for public lodging were not incurred, for instance, in the case
where the employee elected to stay with relatives or friends during the travel period. The
allowance, however, would not be authorized for trips in which lodging was arranged and paid
by another source apart from the employee. In other words, an employee would not be
authorized the additional allowance where lodging was provided through the cost of registration
or "package plan" paid by the state or provided complimentary by a grantor or sponsoring
foundation. That is, if the employee used furnished lodging during travel, the special per diem

allowance shall not be allowed.

Under this special per diem allowance procedure, the authorized amount would be the rate for
that location and add $10.00 (i.e., OKC rate $66 + 10 = $76). Reimbursement may be allowed for
each one fourth (1/4) day (6 hours) or major fraction thereof (more than three [3] hours) at a
rate not to exceed the per quarter day within both the State of Oklahoma and outside the State of
Oklahoma.

D. Meals Included in the Cost of Registration, "Package Plan", or “Agency Direct Payment
Contract” - Meals Expense Allowance Adjustment
When meals are provided through the cost of registration or package plan paid by the agency or
directly by the employee and reimbursed, the employee's daily meals expense allowance shall be
adjusted by 1/4 for each meal provided or actual meal cost if known via a receipt or event

documentation. However, if meals are provided in registration or a package plan paid directly by

the agency or through an agency direct payment contract, the allowable per diem reimbursement

would be the difference between the full authorized per diem rate less the actual cost of meals
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provided in the registration, package plan or contract. In no case shall the payment of meals

included in a package plan or contract exceed the total daily rate as provided for in the STRA,
whether paid for direct by the agency, through reimbursement, or a combination of both. (74
0.S.§ 500.8) For the method of computation and presentation of the meals expense adjustment
on the travel voucher, see Section 50.30.10.].

If the employee is not allowed reimbursement for meals expense because overnight travel was
not involved, no adjustment shall be required; although meals may have been provided (since no
travel voucher could be filed). Similarly, if no registration fee is paid, adjustment to the meals

expense allowance is not required.

E. Exceptions to the Meals Expense Allowance Adjustment
Exceptions to the requirement for adjustment to the meals expense allowance may be allowed
where special circumstances prevented the employee from participating in the meal activity. An
exception would not apply where an employee merely chose not to attend the meal activity in

preference to some other personal activity. Exceptions are:

1 “Continental breakfasts”, snacks or refreshments, such as coffee, tea, soft drinks, etc.,
provided during meeting breaks.

2 Meals provided by a third party that are not covered in the registration fee, package plan,
or agency direct pay contract.

3 Non-participation due to one of the following:

Special dress requirements

Diet restrictions

Lack of means of transportation

o O O O

Conflicting meetings

A notation to explain non-participation in the official meal activity or explanation of exempt meal,
must appear on the travel voucher or elsewhere in the voucher packet as support documentation

for any exception
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50.30.06 Transportation

A. Transportation Expenses Defined
Transportation expenses for approved state travel include commercial common carrier fares;
local transit system and taxi fares; cost of commercial rental cars and other special conveyance;
and mileage for use of privately-owned motor vehicle in travel. Reimbursement for authorized
in-state or out-of-state use of privately-owned motor vehicles (and rental cars as appropriate)
shall be the amount prescribed by the Internal Revenue Code of 1986, as amended, or rules,
procedures or other action by the Internal Revenue Service, for use in determining the standard
mileage rate allowed for a business expense deduction. The current standard mileage rate is
subject to change normally each January and will normally be published in the DCAR Newsletter

in December or as needed if changed for a different period.

Fees for parking and tolls are transportation related expenses to be itemized on the travel

voucher under the category of miscellaneous expenses.

Mileage allowance and other associated expenses in connection with use of privately-owned
automobile in travel shall be payable to only one of two or more employees traveling together on
the same trip and in the same conveyance, although each may have shared in the operating cost

of the vehicle.

B. Methods of Transportation
Transportation means for official travel for the state may include all forms of common carriers
(e.g., commercial or commuter airplanes, railroads, ships, buses, etc.); transit system carriers
(e.g., helicopter service, subways, street cars; taxicabs, etc.); state-furnished or contract rental
cars or airplanes; privately-owned motor vehicles; and any other authorized passenger type

conveyance.

Motor vehicles, as used above, refer to passenger type vehicles, such as motorcycles, cars, station

wagons, vans, trucks, buses, and motor homes. The term does not include unconventional forms
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of passenger transportation, such as bicycles, motorized bicycles, small powered marine vessels

(boats), motorized farm machinery, tractors, etc.

C. Trip Optimizer

In general, per 74 0.S. § 85.45], all agencies, boards, commissions, or other entities organized

within the executive department of state government must use the State Fleet Management Trip

Optimizer system that limits in-state and out-of-state mileage reimbursement to the lesser of

private vehicle (mileage) -VS- motor pool vehicle -VS- contract rental car. Note: For out-of-state
mileage reimbursement, the allowable amount is the lesser of the trip optimizer results and the

coach airfare quote obtained through an authorized contract travel agent.

The purpose of the trip optimizer is to compute the optimum method and cost for travel by state
employees and is used in situations where the travel will exceed one hundred (100) miles per
day and the employee is not driving a state-owned or lease dedicated vehicle. A dedicated vehicle
is considered to mean a vehicle that has been assigned to the employee or otherwise leased by
the agency. The OMES Form 19 - Travel Voucher has a section to indicate whether the trip
optimizer was used or if the travel is exempt from using the trip optimizer. Also, a copy of the
printout of the trip optimizer results page must be included with the travel voucher when the trip

optimizer is required (not exempt).

1. Exemption

However, state employees may be exempt from the reimbursement requirements of the
Trip Optimizer system provided the state employees utilize a personally owned vehicle
and seek reimbursement according to the scheduled rates. The Office of Management and
Enterprise Services (OMES) will publish a schedule of reimbursement rates for state
employee travel and may categorize reimbursement rates by type of vehicle, but shall not
exceed standard mileage reimbursement rates as established by the Internal Revenue
Service. The OMES opted to categorize all vehicles in a single class and applies the federal
mileage rate established by the Internal Revenue Service and subject to change normally

each January.
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2. Agency Head Approval for Trip Optimizer Exemption
Pursuant to 74 0.S. § 500.4.B, agency heads may grant exceptions to the use of Trip

Optimizer. This exception is intended to be used only in extenuating circumstances but
is based on agency head approval. If the agency head does not grant an exception to using
the Trip Optimizer, the employee should use the Trip Optimizer system and should be

reimbursed at the lower rate for personal vehicle use.

The Office of Management and Enterprise Services considers those vouchers submitted
for mileage reimbursement to have met the “agency head’s” approval for use of the
privately owned motor vehicle, when supported by the approving officer’s signature

authorizing the payment.

Fleet Management Calculator (Trip Optimizer):

https://www.ok.gov/dcs/calculator/welcome.php

D. Routing of Travel
All travel performed for the state shall be by a direct travel route appropriate to the mode of
transportation used. When an employee for his/her own convenience travels by an indirect route
or otherwise interrupts travel by direct route, the extra expense shall be borne by the employee.
Reimbursement of authorized expenses shall be based only on such charges as would have been
incurred had the direct travel route been used. However, travel by other than a direct travel
route may be allowed when necessitated by circumstances beyond the employee's control such
as weather, involuntary flight changes, etc. An explanation for such exception shall be noted on

the travel voucher.

If entering travel status on a weekend or holiday, for calculating mileage, travel will begin from
the official’s or employee’s home instead of the official duty station. For travel during regular
work days, mileage claimed must be the shorter of the distance from the home or from the official
duty station when leaving directly from the home to the objective of travel. Mileage from home

to work is not reimbursable.
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CHAPTER 50: DISBURSING

E.

In-State Travel

Persons performing official travel within the state may be reimbursed for the use of any of the
methods of transportation enumerated above. However, if available, agencies are encouraged to
provide agency-owned motor vehicles or motor vehicles leased from the State Fleet Management
on a full-time basis or for individual trips for employee's use in motor vehicle travel within the
state. Reimbursement for the use of common carriers, e.g., bus, rail, etc., while performing in-
state travel shall not exceed the normal charge, except in no instance shall reimbursement exceed
the coach class airplane fare as determined when air connections are available to the designated

points of travel.

Agency heads may authorize the use of privately-owned or contract leased /rented automobiles
for motor vehicle travel when such is advantageous to the state. If the trip will exceed 100 miles
per day, Trip Optimizer must be used - see 50.30.06.C. Under no circumstances should a person
be authorized to drive a privately-owned or contract leased/rented automobile and seek
reimbursement for travel between his/her home and duty station. This is not allowed by the
State or per IRS regulations (IRS Publication 463). In use of either a privately-owned or contract
leased automobile for in-state travel on official state business, reimbursement shall be limited to
the actual cost not to exceed the per mile rate listed above, based on the official mileage distance
between points of travel as referenced in the latest Oklahoma Department of Transportation
Statewide Mileage Chart. Excess odometer mileage over the map miles as recorded from the
starting and ending points of travel can be claimed as vicinity mileage if such travel was official
business travel and based on the most direct route. Vicinity mileage appearing to be excessive
based on the nature of official business will be questioned if not justified. The shorter of the
distances from the employee's residence (if leaving from home) or office location to the
destination point(s) of travel would be considered the starting point of travel. The shorter
distance test would also apply for returning to the office or to home if released for business day.
When claiming such shorter distance, it must be documented on the voucher. Also, see Section

50.30.03.A(2), “Travel Status Defined.”

In addition to the mileage allowance, reimbursement may be allowed for other incidental

expenses incurred in the use of motor vehicle for travel, such as parking fees, toll fees, etc.
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F. Out-of-State Travel
Persons traveling on official state business outside the State of Oklahoma may utilize appropriate
forms of transportation, including but not limited to those listed above under Methods of
Transportation. (74 0.S. § 500.4) Except as otherwise provided herein reimbursement shall not
exceed the normal cost for the type of transportation used. (Also see Section 50.30.05.C “Trip

Optimizer”)

1. Commercial Air or Commuter Air Travel.

Regardless of the mode of travel (including privately-owned motor vehicle, rental car,
etc.), reimbursement for out-of-state transportation costs shall not exceed that of coach
class or commuter airplane fare, as appropriate. Travel by first-class commercial airline
may be reimbursed if coach class is not available within a reasonable time and is justified

by a statement of the facts from the agency in support of payment.
In cases where an airline extends first class accommodations at coach class rates or the
ticket receipt fails to show the class accommodation, the travel voucher must be

annotated with information indicating the type (class) of accommodations purchased.

Fares paid for air transportation may be at the business class fare rate for international

travel.

2. Privately-Owned or Rental Automobile - Reimbursement / Air Fare vs. Mileage Cost

Comparison.

Occasionally, extraordinary circumstances may arise making out-of-state travel by
commercial or commuter airplane impractical or unfeasible, such as trips to remote
locations, multiple destination points, transport of state-owned materials or equipment
whereas travel by plane is not feasible, etc. Under the above conditions no airfare
comparison is required, however, explanation of such conditions must be provided with
voucher. In other instances the choice of not using commercial or commuter air travel

may be based on convenience or personal reasons of the employee, and in this case a
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comparison is required. In either case, out-of-state travel by motor vehicle, privately-
owned or contract rental, in lieu of commercial airline must first be approved and
authorized by the agency. Such approval and authorization do not, however, negate the
requirement that the travel time for reimbursement purposes shall not begin more than

24 hours before or continue more than 24 hours after the date of the object of travel.

Whenever a privately-owned motor vehicle or rental car is approved for use for out-of-
state travel, a comparison of costs must be presented for reimbursement of expenses.
Trip Optimizer should be used if travel is to exceed 100 miles per day. Mileage distance
used in calculating cost for privately-owned motor vehicle and rental car shall not exceed
distances set forth in a recognized published national atlas or road map. Such road map
or atlas must be referenced on any reimbursement voucher cost comparisons.
Reimbursement for privately-owned motor vehicle shall be the lesser of the cost of the
single coach class air fare or commuter plane fare ys. the map mileage cost.
Reimbursement for rental car shall be the lesser of the single coach class air fare or
commuter plane fare vs. the actual cost (e.g., rental cost plus fuel expense). Furthermore,
if no commercial or commuter flights are available to the destination point, rental car

reimbursement is limited to the lesser of the actual cost vs. the map mileage cost.

The comparison may include any required vicinity mileage travel when local ground
transportation otherwise would have been needed and is justified. For example, vicinity
mileage included in the cost comparison may be justified on the basis that transportation
for travel to and from the departure/arrival airport would have been required if travel
was performed by commercial airplane. However, estimated costs for hypothetical use
of local public transportation (i.e., taxi, bus, subway, etc.) or rental car may not be used in
the cost comparison. This would entail approval of payment based on costs that are
highly variable and uncertain as to the most economical means available for use (e.g., taxi
vs. local transit system vs. rental car). An exception is where local public transportation

costs are provided through conference brochures, and etc.
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The comparison may also take into account any avoided air travel costs for other

authorized persons who are included on the trip.

NOTE: A cost comparison will not be required for authorized use of government
furnished vehicles. However, a consideration should be given as to whether such
travel by state vehicle is the most economical and/or appropriate mode of

transportation.

For payment approval, the comparison must be presented with the travel voucher,
detailing the air coach class cost (e.g.,, amount, source, and date of the estimate) vs. the
actual mileage and lodging costs. Reimbursement shall be based on the lesser of the two

costs.

NOTE: In the interest of containing travel costs for the state, OMES recommends
that the cost comparison include the most economical coach class air fare
available at the time the trip is approved versus the automobile map mileage
cost to and from the point(s) of travel. As further savings measure, it is
recommended that the coach class ticket price be obtained from a state
contract agency for travel under the most economical arrangement, such as
the carrier's 21-day (advance notice) excursion program. Finally, employees
and officials responsible for approving travel plans should avoid, if possible,
any practices that could eliminate opportunities for obtaining the most

economical air fare estimates for use in the cost comparison.

G. Vicinity Travel
Vicinity travel is defined as the mileage incurred during local motor vehicle travel in and around
the points of travel. Vicinity mileage may also include non-highway road miles (e.g., odometer
reading less the official map miles between points of travel) recorded as indicated on the travel
voucher. Reimbursement for required local or vicinity travel is authorized as mileage expense at

the standard mileage rate. See Section 50.30.06.A, for reference to the current standard mileage

rate; and Section 50.30.06.D, for additional information on calculating vicinity mileage.
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Vicinity mileage shall be entered separately on the travel voucher form. Space is provided on the

travel voucher for recording of both map and vicinity mileage incurred. Vicinity mileage shall be

totaled and included with the map mileage for reimbursement payment purpose.

H. Local Transportation

1.

2.

Local Transportation Expenses.

Local transportation expenses refer to the usual transportation charges for business
travel in and around the local area of the point(s) of travel by normal transit conveyances.
For example, reimbursement is authorized for taxicab, shuttle, or limousine fares
between an airport or other terminal and the employee's official work location, or place
of business or lodging at the object of travel location. In addition, reimbursement may be
allowed for expenses incurred for local travel to and from a meeting or conference site
located separately from the hotel/motel facility, such as at a convention center, or where

designated lodging was not provided. (74 0.S. § 500.4 & 500.12)

NOTE: As a means of containing travel costs for the state, agency officials should
encourage employees to use available courtesy transportation service furnished by
hotels/motels or host sponsor, to the maximum extent possible as the first source of
transportation between the place of lodging and airport or other objective of travel

point(s).

Taxicab fares for local in-state travel shall be reimbursed only upon justification as to the
necessity for such service. Local transportation during out-of-state travel may be

reimbursed based on itemization of the costs on the travel voucher. (Also see section

50.30.10.D(4), concerning taxi receipts)

Local Transportation Expenses in Connection with Designated Lodging.

Local transportation, including rental car service, used while attending an object of travel
conducted or held at a designated (host) hotel must be explained on the travel voucher

as to the business necessity for travel beyond the designated hotel facility. In addition,

Return to Main Table of Contents
Return to Chapter Table of Contents

Office of Management and Enterprise Services: Statewide Accounting Manual @Al


http://www.oscn.net/applications/oscn/DeliverDocument.asp?CiteID=102021
http://www.oscn.net/applications/OCISWeb/DeliverDocument.asp?CiteID=102030

CHAPTER 50: DISBURSING

reimbursement for transportation expenses for travel between an optional lodging
location and the designated hotel, motel, or other public lodging where the object of travel
is conducted shall be allowed but not to exceed the cost of the difference between the

optional lodging and the designated lodging. (74 0.S. § 500.9.C)

Personal Use Transportation Expenses.

Normally, reimbursement of local transportation for personal use, such as travel to obtain
meals, shall notbe allowed. However, where the nature and location of the object of travel
is such that suitable meals cannot be obtained there, the expense of daily travel required
to obtain meals at the nearest available place may be approved as necessary
transportation not incidental to the employee's meals expense allowance. Such travel
shall be restricted to the use of taxicabs and other local public conveyances, such as, bus,
street car, subway, etc. The necessity for such travel and the nature of the expense

incurred shall be explained on the travel voucher.

Tip Expense in Connection With Local Transportation.

In addition to the usual fare expense, reimbursement may be allowed for reasonable tip
expense when local or courtesy transportation service is approved and used in
connection with official travel. For reimbursement purposes, reasonable tip expense
shall be not more than $1.9 if the reimbursable fare charge is $5.9° or less; or 15 per cent
(15 %) of the reimbursable charge when it exceeds $5.9. If the 15% calculated tip amount
is less than $1.9 or is not a multiple of 5, the reimbursable tip amount may be rounded to

$1.00 or up to the next $.05, as applicable.

I. Leased or Rented Automobiles

1.

Vehicles Leased /Rented Within the State.

Reimbursement for automobiles leased or rented from vendors located in the state and
used for in-state official travel shall not exceed the standard mileage rate authorized for

the use of a privately-owned automobile in travel. (74 _0.S. § 500.5) In other words,

reimbursement shall not exceed the STRA standard mileage allowance figured on the

actual miles traveled. On the other hand, use of a motor vehicle rented or leased within
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the state for the purpose of travel outside the state shall be limited to lesser of the single
coach class air fare or commuter plane fare from the in-state departure point to/from the
out-of-state destination point(s) vs. the actual cost (e.g., rental cost plus tolls plus fuel
expense). Furthermore, if no commercial or commuter flights are available to the
destination point, reimbursement is limited to actual cost vs. the map mileage cost based
on distances set forth in a recognized published national atlas or road map. (74 0.S. §
500.4) Expenses incurred for non-business use of automobiles leased or rented for

business purposes shall not be reimbursable.

2. Vehicles Leased/Rented Outside of the State.

The actual cost of leasing or renting an automobile outside the state for travel shall be
reimbursed subject to the approval of the agency head or his/her designee (subject to the
limitations above when not used as local transportation). (74 0.S. § 500.5) The approving
official's signature on the travel voucher form shall attest to the business necessity of the
expense. However, OMES recommends that the approving officer strictly review the
business necessity of any rental car expense where the object of travel is conducted or
held at a designated hotel location, or the cost or mileage usage appears excessive to the
stated purpose of travel. In addition, the cost of a rented/leased vehicle used both for
personal and business travel should be prorated for reimbursement of the business
portion of expenses. See 50.30.06.H (1), ‘Vehicles Leased/ Rented Within the State’ (above)

for instructions on cars rented in-state and driven out-of-state.

3. Insurance Costs

The State of Oklahoma enjoys sovereign immunity as adopted under the Oklahoma
Governmental Tort Claims Act, 51 0.S. 151, et seq. (GTCA). The Risk Management
Division provides tort liability protection corresponding with the GTCA for all employees
of the State while employees are in the Scope of Employment. While State employees are
conducting State business outside of the State, the State Risk Management division
purchases a commercial liability insurance policy that provides both Commercial General
Liability as well as Auto Liability coverage protecting employees while they are in the

Scope of Employment. If an employee rents or leases a vehicle to use on State business,
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whether in the State or outside of the State, the Risk Management Division strongly
recommends the employee purchase from the car rental company vehicle physical
damage insurance offered by the car rental company. The fee for this coverage is part of
the rental cost of the vehicle and should be reimbursable as travel expense. Failure to
purchase this coverage may create a problem for the individual renting the vehicle. If an
employee has any question or concern about this issue, he or she should contact the State
Risk Management Division. (Also see Section 50.30.08.B (2) for trip insurance costs in

connection with travel abroad.)

4. Adjustment for Personal Use
Notwithstanding the statutory provision that

... the actual cost of leased or rental
automobile to be used on official business shall be reimbursed subject to the approval of
the agency head or authorized designee...." this office may question any rental car expense
whenever other than official business purpose appears to be the motive for the rental car
usage. For example, an expense voucher for an automobile rented or leased on flat-rate
terms (i.e., weekly) with unlimited miles, and justified on the basis of business necessity,
but which contains extraordinary miles as reflected on the rental receipt suggesting other
than official business usage, could be subject to return and questioning as to the business
purpose or connection of the extra travel (i.e., miles). If the extra mileage is not of

business necessity, costs shall be prorated between personal and business usage.

This policy is not intended to usurp the authority of agency heads, but rather to help
discourage the inappropriate practice of personal use of rental car on the pretense of
official business, and to avert impertinent travel expenditures, be they from state dollars
or federal awards or grants. We cite an example of a case where an official recorded over
1500 miles usage on the car he rented while attending a 3-day conference. By our
unofficial calculations, the official would have had to spend the entirety of his 3 days of
travel status driving the rental vehicle in order to record the number of miles indicated
on the rental receipt. Consequently, we found a need to question the apparent non-
business usage of the rental car for which the official was seeking full reimbursement. In

another case, an official filed for reimbursement for rental car expense based on a flat rate
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with unlimited miles at a cost of over $300.00, What made this expense voucher eye-
catching was the fact that the meeting was held at a designated hotel and that the cost
appeared excessively high based on the usage, e.g., 41 miles recorded as driven. In this
case, it is easy to reason that the rental car expense was excessive to the needs of the state,

as a lesser expensive mode of travel likely could have been used.

Additionally, agencies are encouraged to remind their employees and officials who travel
of the need to be aware of the potential personal and property liability risk they might
bring upon the state if engaging in personal side trips with the rental car hired for official

state business.

J. Privately-Owned or Chartered Airplane
Transportation costs for travel by privately-owned or chartered airplane in lieu of privately-
owned automobile may be reimbursed in an amount which, when added to reimbursement for
meals and lodging expenses for the trip, does not exceed automobile mileage plus meals and

lodging expenses had a privately-owned automobile been used for the trip. (74 0.S. § 500.6)

Whenever a privately-owned or chartered airplane is used for out-of-state travel in lieu of
commercial airline, reimbursement of expenses shall be limited not to exceed the cost of a single
coach airplane ticket. If more than one person traveled, reimbursement of each person's pro
rata share of the cost of the chartered airplane shall not exceed the cost of a single coach class
airplane ticket. See Section 50.30.06.E (2), "Privately-Owned Automobile - Air fare vs. Mileage,"

for example method of cost comparison.

K. Travel Incentive Programs
Agencies should encourage their employees who travel often to participate in the various travel
incentive programs offered by airlines, hotels, and car rental agencies to help offset the overall
travel costs for the state. However, travel incentive programs awards, such as "buddy" ticket
fares and two-for-one ticket fares, and frequent flyer miles received by employees in connection
with official travel or incidental to the purchase of a ticket for official travel, or other services

such as car rentals paid for (or reimbursed) by the state, are due the state for official use only,
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although they normally will not be placed in the agency/state’s name. They should be used for
future official state travel. No travel claim shall be awarded if the filer of the claim has benefited
from the personal receipt of frequent travel miles unless those miles are used to offset future

claims against the state. (74 _0.S. § 500.15) Confirmation of this requirement is part of the

certification statement on the travel voucher.

50.30.07 Registration

A. Registration Travel Expense
Registration charges in connection with attending workshops, conferences, seminars, etc., are
travel related expenses regardless of whether the person is in travel status as defined for
reimbursement of meals and lodging expenses. Such charges must be itemized as "registration”
expense and listed under the miscellaneous category on the travel voucher. In addition, the
expense must be supported by a paid receipt or other evidence that the expense was paid. See

Section 50.30.10.D for information on receipts requirements for reimbursement of expenses.

B. Meals Included in the Cost of Registration (or Package Plan)
When meals are provided in the cost of registration or other costs (e.g., package plan, lodging,
etc.) paid by an employee or by an agency, and the traveler is authorized reimbursement for
meals expenses, the meals expense allowance must be adjusted accordingly. See Section
50.30.05.E for meals expense allowance adjustment procedure. Adjustment to the meals expense
allowance averts the state from making double payment for meals, that is, once through the paid
registration fee or other cost, and secondly, through payment of reimbursement for meals
expense allowance (per diem). If the employee was not in travel status for the purpose of
claiming reimbursement for meals expenses (per diem), no adjustment in the amount of
reimbursement for cost of registration or package plan/lodging shall be required, although meals

were provided.

C. Optional Activities Separate from the Cost of Registration
Optional activities, such as special tours, recognition banquets, etc., are sometimes included as
part of the travel objective agenda. The additional cost of such activities may qualify for

Return to Main Table of Contents
Return to Chapter Table of Contents

Office of Management and Enterprise Services: Statewide Accounting Manual I3


http://www.oscn.net/applications/OCISWeb/DeliverDocument.asp?CiteID=102033

CHAPTER 50: DISBURSING

reimbursement as a miscellaneous expense provided they are business related and essential and
necessary to the purpose of travel. Reimbursement shall not be allowed for activities that are
primarily social and provided clearly for the entertainment of participants, such as sightseeing
tours, athletic events, etc. Again, proper documentation of the business purpose for participating

in such activities will save the travel voucher from rejection and delay of payment.

D. Registration Fee/"Package Plan" Paid Directly by the Agency
Agencies are authorized to pay the cost of registration or tuition for employees to attend
approved objects of travel (e.g., conferences, seminars, etc.) when such costs are required.
Payments for agencies' direct purchase of registration or tuition for employee's travel are
submitted through the miscellaneous vendor vouchers processing procedures. See Section

50.30.13.C.

Agencies may also pay directly the costs of so called "package plans,” which may include
registration, tuition, food and lodging for employees, or other purchase of which the agency is
authorized to make based on a paid receipt. However, the cost of such meals and lodging cannot

exceed the total daily rate provided in the State Travel reimbursement Act, 74 0.S. § 500.8.

In filing their travel vouchers for reimbursement of expenses, employees must include a cross-
reference explanation of how any applicable costs for registration or package plan paid by their
agency were handled. For example:

n

"Registration fee paid separately by the agency - P.0. No.

In addition, an adjustment to the employee's meals expense allowance must be made for any
meals provided and included in the cost of registration or package plan paid directly by the

agency. See Section 50.30.05.E, "Meals Included in Cost of Registration - Meals Expense

Allowance Adjustment".
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NOTE: If meals are provided in a package plan, the allowable per diem reimbursement would be
the difference between the full authorized per diem rate less the actual cost of meals provided

in the package plan.

A copy of the travel objective program brochure is required with the employee's travel voucher
to substantiate whether or not any meals were provided. If the sponsor did not provide a
program brochure to participants, and no meals were involved in the cost paid by the agency, the
employee should further annotate his/her travel voucher to reflect that no meals were provided,

such as:

"meals not provided in registration paid by agency”

50.30.08 Miscellaneous Travel Expenses

A. General Requirements and Allowance Criteria
Authorized and approved general miscellaneous travel expenses may be reimbursed based on
itemization on the travel voucher form. These expenses must be listed separately under the

"miscellaneous expense" category on the travel voucher.

To qualify as an allowable miscellaneous travel expense, the purchased item or service must be
clearly connected with the purpose of travel, and not otherwise required to be grouped in another
category of travel expense on the travel voucher. In addition, there must be a clear business
reason, explicit or implied, for incurring the expense. For instance, mail service or other
communication charges incurred during in-state travel must be explained as to their purpose and

necessity.

When the business connection of the expense with the stated purpose of travel is unclear, further
explanation may be required to help determine allowance of the expense for reimbursement. If
in doubt about its clarity, a statement explaining the expense should be provided along with the

original travel voucher submission to minimize the chance of rejection and delay of payment.
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Purchases and charges of a personal nature, such as telephone calls to family or friends, reading
materials, over-the-counter medicines, non-business use transportation, etc., are included in the

per diem (50.30.05) and are not allowable business reimbursement expenses.

B. Miscellaneous Travel Expenses Allowed

1. General Expenses.

Reimbursement of general miscellaneous travel expenses may include: parking and toll
fees; business communications (i.e., telephone, postage, fax, etc.), when approved and
authorized; baggage handling (non-personal) for equipment and materials; standard
airline baggage costs associated with flights; rent of meeting room (when it's necessary
to engage a room at a hotel or other place to transact official state business); necessary
laundry and cleaning services (when such expenses are approved for travel extending 7
days or longer or required in emergency situations); registration fees; emergency and
other expenses (excluding personal) incidental to the purpose of travel, etc. Gas and oil
when a government-furnished vehicle or contract rental car is approved and authorized
for travel may be reimbursed. However a Comdata card should be used for government

vehicles and justification is required when the card is not used. See 50.90.01

2. Expenses in Connection With Travel Abroad.

Reimbursement of expenses in connection with travel to and within a foreign country
may be authorized and approved, such as:
(a) Conversion of Currency. Commission charges for conversion of currency for travel

in a foreign country.

(b) Trip Insurance. The State’s Risk Management Division provides through a
commercial insurance policy liability insurance coverage protecting employees of
the State traveling on State business to a foreign country. The policy of insurance
contains restrictions against travel to certain foreign countries with which the
United States has trade or economic sanctions; some coverage restrictions may
also apply to other countries as well. If an employee rents or leases a vehicle to

use on State business while traveling in a foreign country, the Risk Management
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Division strongly recommends the employee purchase from the car rental
company vehicle physical damage insurance offered by the car rental
company. The fee for this coverage is part of the rental cost of the vehicle and
should be reimbursable as travel expense. Failure to purchase this coverage may
create a problem for the individual renting the vehicle. Agencies, colleges, and
universities must report any foreign travel to the Risk Management Division well
in advance of any such travel in order for Risk Management to provide to
employees vital information related to this insurance. (Note: Some foreign
countries require the purchase of auto liability insurance from locally admitted
insurance providers. Contact the Risk Management Division for information

related to this issue.)

(c) Travel Document Costs. Fees associated with the issuance of passports, visa fees,
costs of photographs for passports and visas, costs of certificates of birth, health,

and identity, and of affidavits and charges for required inoculations.

3. Expenses Incidental to Travel by Persons with a Disability (Ref.. Americans With
Disabilities Act (ADA) 1990; Rehabilitation Act of 1973, as amended, 29 U.S.C. 701, et

seq.). Payment may be authorized for extraordinary expenses incurred in connection
with travel by persons with a disability as defined by law. For reimbursement, such
expenses must be (1) approved and authorized by the agency's controlling board or

agency head, and (2) authenticated by the agency on the travel voucher as:

"REASONABLE ACCOMMODATIONS FOR EMPLOYEE/OFFICIAL WITH DISABILITY
AS APPROVED BY: _(Authority) "

The term "employee/official with disability” means an employee who has a disability as
defined in and is otherwise generally covered under the Rehabilitation Act of 1973, as

amended.

Expenses allowed may include:
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(a) Transportation, lodging and subsistence expenses (as authorized by the STRA)
incurred by an attendant approved and authorized to accompany the employee

when assistance of an attendant is required.

NOTE: Persons serving as attendant may or may not be a member of the
employee's family. In either case, a separate travel voucher must be filed by the
person incurring the expense with cross-reference to the subject employee's

official travel voucher.

(b) Cost of specialized transportation for the employee to, from, and/or at the

point(s) of travel;

(c) Cost of specialized services provided by a commercial carrier necessary to

accommodate the employee's disability;

(d) Costs incurred as a direct result of the employee's disability for baggage handling

in connection with public transportation or at lodging facilities; and

(e) Costof renting and/or transporting a wheelchair.

50.30.09 “Actual and Necessary"” Travel Reimbursement Procedures

A. General Guidelines
The STRA, various other laws, and certain grants and contracts provide for reimbursement of
travel expenses on the basis of "actual and necessary" accountability for certain specified travel.
Employees who perform such travel are authorized payment of actual expenses incurred not
bound by the standard STRA rates and allowances, such as those pertaining to meals and lodging.
Other travel requirements of the Act not pertaining to rates of reimbursement, however, shall
apply for "actual and necessary" travel. For example, the 24-hour rule, coach air fare vs. mileage
comparison for privately owned automobile used in travel, mileage in lieu of cost of rental or
leased car used for in-state travel, etc., would apply as appropriate expense controls for any travel
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performed under actual and necessary travel authority, unless specifically exempted. In other

words, travel under these provisions are subject to the same customary travel requirements as

pertain to regular travel for the state, except pertaining to expense reimbursement limitations.

Following are excerpts of the most prominent STRA provisions relating to "actual and necessary"

travel:

1.

Actual and Necessary Travel - Grant/Contract.

74 0.S.§ 500.9A, provides:

"...Meals, incidentals, lodging, travel and other actual and necessary expenses may be

paid if same is provided for in any contract or grant."

Guidelines for expenses reimbursement for travel performed pursuant to this section of
law are based on the following interpretation. Agencies that receive monies from outside
sources under terms and conditions of a contract or grant agreement entered into under
state statutory authority, may expend amounts received to pay reimbursement of related
travel expenses at the actual cost as provided in the contract or grant agreement.

However, if the contract or grant agreement simply provides the availability of amounts

without stipulation of how they are to be expended or accounted for, the state's standard

laws as they apply to other amounts under the control of the state shall prevail. Thus, if

the contract or grant agreement does not explicitly provide otherwise, reimbursement of

travel expenses shall be subject to the standard provisions of the STRA.

Actual and Necessary Travel - Travel Qutside U.S.
74 0.S. § 500.9.F provides:

"...Reimbursement for meals and lodging incurred in official travel in
areas outside of the United States to implement the objectives of
contracts, grants, agreements or gifts for which monies from these
sources are furnished shall be reimbursed from said monies at actual cost

not to exceed the amount authorized for United States Government
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employees in its periodical publication entitled 'Standard Regulations
(Government Civilians, Foreign Areas), Department of State, Washington,

D.C."™

Travel vouchers for payment of expenses filed under provisions of the preceding
referenced statutes must bear, on the face or back of the travel voucher, the following
applicable certification notations signed by the agency's Fiscal Officer or Contract and

Grant Administrator:

"I certify this voucher complies with the provisions of 74 0.S. § 500.9.A (or

500.9.F) and payment is authorized under terms or agreement identified as

(Number/Name of contract, grant, gift or

”

other agreement)

(Signature of Certifying Officer)

3. Actual and Necessary Travel - Congressional and Federal Meetings.
74 0.S. § 500.9.D provides:

"...State officers and employees who have been required to attend hearings or
meetings of any congressional committee or subcommittee or any federal agency,
board or commission shall be reimbursed for their actual and necessary travel
and lodging expenses; however, the agency head must approve any vouchers in

connection with such expenses."

[t is important to note that this provision pertains to persons who have been "required"
to attend a hearing or meeting, not just invited. "Required" as used in this section is
interpreted to mean "subpoenaed” by the government entity or "at the explicit direction,
request or invitation" of the congressional committee or federal agency. In either case,
as the law requires, the agency head must approve (sign) the travel voucher form for

payment of expenses.
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4. Actual and Necessary Travel - International Development.

74 0.S. § 2009.1 provides:

"...The Governor, Lieutenant Governor and their staffs shall be reimbursed for
actual and necessary travel expenses when incurred in implementing duties
relating to international development. Employees of other state agencies
designated by the Governor shall be reimbursed for actual and necessary travel
expenses as authorized by the Governor, when incurred in implementing duties

relating to international development.”

For reimbursement purpose, vouchers for travel expenses by employees of other state
agencies performing travel under this authority must be supported by a letter of

authorization from the Governor.

5. Actual and Necessary Travel - Governor, Lt. Governor.

74 0.S.8§500.20, authorizes: Reimbursement for the Governor and Lt. Governor for their

actual and necessary travel expenses incurred when on official business for the state.
Reimbursement of such travel includes the subsistence (meals and lodging) and
transportation expenses for the Governors' accompanying spouses when on official
business for the state, or when attending an official function at the request of the
respective Governor. The personal staffs of the Governors are not covered by this statute

for purpose of "actual and necessary" expense reimbursement.

6. Actual and Necessary Travel - Other Provisions.

The STRA and other applicable laws provide exceptions and/or exemptions to the
standard travel procedures on the basis of "actual and necessary"” expenses for agencies
so named for specific purposes of travel. When such laws are the basis for travel, their
reference must be shown on the travel voucher for verification that the travel performed
matches the purpose prescribed by the statutory authority. An information space at the

bottom of the travel form is provided for this purpose.
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Again, these exceptions/exemptions pertain only to specific purposes of travel as
specified by the law that applies. If the travel performed does not fit the purpose as the
law indicates, reimbursement shall be held to the standard provisions of the STRA and

related regulations.

B. Submission Procedures - "Actual and Necessary"” Travel Voucher
Vouchers for payment of travel expenses on the basis of actual and necessary reimbursement are

normally filed on an OMES Form 18, Actual and Necessary Travel Voucher. For verification

purpose, the reference cite (such as, statute section, contract number, etc.) of the authority for
reimbursement of the trip's actual and necessary travel expenses must be shown on the voucher

form.

The term "actual and necessary" implies that any expenses claimed must be documented (actual)
and essential (necessary) to the purpose of travel. Thus, in filing of the travel, the employee must

itemize all expenses for which reimbursement is claimed.

The Actual and Necessary Travel Voucher (OMES Form 18) is designed to require daily meals
expenses to be itemized separately (e.g., breakfast, lunch and dinner). However, optional OMES
Form 18-1, Record of Lost Receipts and Daily Record For Actual and Necessary Travel Expense,

may be used for the convenience of employees to maintain a daily record of expenses incurred

during travel in lieu of itemizing each expense item on the travel voucher (OMES Form 18).
Expenses may be recorded on the form daily as they occur and the totals carried forwarded to
the appropriate section of the travel voucher. When used in this manner, the daily record form

shall be required along with the travel voucher for payment.

A receipt shall be required for any lodging or registration expense, regardless of the amount, and
for any single meal or miscellaneous expense of which the cost is $25.00 or more. Receipts shall
also be required for any actual and necessary expense claimed for others as listed on the travel
voucher. (Also, see Section 50.30.10.D, "Receipts - Requirements for Reimbursement of

Expenses.")
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C. Mixing of Reimbursement Methods
Generally, when travel is performed under the actual and necessary travel rules, those
procedures will be used for the payment of travel expenses. However, an agency may establish a

procedure allowing employees to file dual "actual and necessary" and regular reimbursement

expense travel vouchers or a single OMES Form 19, Travel Voucher, with dual expenses to ease
the payment process. That is, travel expenses for a single trip may be filed partly under the
regular reimbursement procedures and partly under procedures covering actual and necessary

expense reimbursement.

When using this mixed method of travel expense reimbursement as dual vouchers, each travel
voucher filed must:

(1) Cross-reference and include a copy of the related voucher;

(2) Include invoices and/or a copy of the daily record log (e.g., OMES Form 18-1), if applicable,
of all expenses incurred/claimed; and
(3) Include a summary of the trip total expenses claimed with each voucher submitted for

payment.

When processing as a single voucher, the statutory authority or other provision must be
reference for each actual and necessary expense item. This is normally where only a particular
expense (e.g., lodging or meals) is being claimed under actual and necessary, whereby paying the
actual cost. The voucher filed must include invoices and/or a copy of the daily record log (OMES

Form 18-1), if applicable, of all expenses incurred/claimed as actual and necessary.

50.30.10 Other Travel Expense Reimbursement Requirements and Related Instructions

A. Assignment of Payment of Travel Reimbursement
Employees may elect to assign payment of a portion or all of their travel reimbursement to a
second party. For example, an employee may elect to assign the lodging (not to exceed the
allowable rate) or registration portion of his travel expense reimbursement directly to a lodging

vendor or conference sponsor for convenience of payment. In assigning payment of a portion of
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a trip's travel expenses, a separate travel voucher shall be required for the assigned payment.

Consequently, each voucher must be cross referenced respectively.

B. Reimbursement of Prepaid Travel Expenses in Connection With Canceled Trips
Reimbursement of prepaid expenses, such as for lodging, involving canceled trips, may be
allowed only if:

(1) the travel is canceled for legitimate reasons as documented by the approving authority,
and

(2) the prepaid amount is not returnable /refundable to the employee.

If a portion of the amount (e.g., 90 percent) is returned to the employee, only the remaining 10

percent of the expense amount may be reimbursed.

Vouchers for such reimbursements shall be filed on OMES Form 15A, Claim Jacket Voucher Form,

or Notarized Voucher Form 3, with appropriate paid receipts. In addition, the payment must be
coded with Expenditure Account 553150, Indemnities (Loss). The voucher should also have
attached statements from the agency certifying to the employee's loss as a result of condition (1)

and from the employee and/or payee certifying to condition (2), as described above.

C. Expenses Incurred Outside of Travel Period
Ordinarily, expenses incurred outside of the period of travel shall not be allowed in connection
with the stated purpose of travel. However, incidental pre- or post-travel expenses that are
consequential to completion of the purpose of travel may be reimbursed as related trip expenses.
(For example: passport application fees, film processing charges, etc.) The facts of the expense's
relationship to the purpose of travel should be clearly defined in order for the OMES pre-auditor

to complete her/his review for approval.

D. Receipts - Requirements for Reimbursement of Expenses
74 0.S.§500.9,500.94, 500.13, 500.18 & 500.20

1. Expenses for Which Receipts are Required.
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When filing vouchers for travel reimbursement, a receipt shall be required for any
miscellaneous expense item in an amount of $25.90 or more, including any sales tax
associated with the purchase. Receipts are also required for the following types of

expenditure, regardless of the amount:

(a) Lodging. The paid lodging receipt issued by the vendor. The receipt must show
number of guests charged, single room rate charged, itemized list of all charges
billed and acknowledgment or verification of payment. In the case of so called
“Express Checkout” options, a receipt without a “zero” balance is acceptable if the

lodging receipt shows that a credit card was used to secure the payment.

(b) Registration/Tuition. The paid receipt issued by the vendor or agency sponsoring
the object of travel. The receipt must show itemized list of all charges and

acknowledgment or verification of receipt of payment.

(c) Common Carrier Passenger's Ticket Receipt. The passenger's ticket receipt issued
by the common carrier agent, e.g., airline, rail, bus, etc. At a minimum, the
passenger's ticket receipt should show the passenger's name, number of

seats/passes charged, travel class, destination points and amount.

(d) Hire of Travel Conveyance. The paid receipt acknowledged by the vendor for the
rent or lease of automobile, transport truck, etc. Also, the paid receipt for
purchases of fuel e.g., gas, oil, etc., and payment for other purchases used in the
operation of rental or leased automobile. Receipts for leased or rented motor

vehicles should show all charges paid and indicate miles driven.

(e) Meeting Room Rental. The paid receipt from the vendor for rent of room for

business purposes when authorized.

(f) Laundry and Cleaning. The paid receipt from the vendor for the cleaning of

clothing when authorized. Ordinarily, employees are expected to carry sufficient
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change of clothing to avoid the necessity of additional laundry and cleaning
expense during travel. However, during extended travel periods of more than one
week (7 calendar days) and for emergency occurrences, an employee may not be
able to carry a sufficient change of clothing to represent the state in a professional
and presentable manner. In such cases, employees may be reimbursed
reasonable and necessary costs for laundry and cleaning of personal clothing used
during travel based on paid receipts for the charges. The expense must have
incurred during the travel period and used for laundry and cleaning of clothing

necessary for completion of the object of travel.

2. Criteria for Evidence of Payment. Reimbursement of travel expenses for which a receipt

is required shall be based on evidence that the expense was paid. Evidence of payment
may be presented by: "0 balance due" on the vendor's billing statement; receipt shows
amount charged to the employee's credit card (if not identified on receipt, a credit card
statement or charge card impressed receipt must be attached to the voucher); or similar

annotation from the vendor indicating the lodging statement has been paid in full.

If the expense requires proof it was paid by credit/charge card and the official or
employee feels reluctant to release his/her full statement or account number, he/she may
submit a sanitized copy of the charge card statement identifying only the expense item
being claimed. In cases where payment is by personal check, a copy of the person's bank
processed check may serve as the receipt of payment. Obviously, if the receipt shows paid
in full from the vendor, that is, "0 balance due," no further evidence of payment would be

required.

NOTE - Lodging: Some major hotels as a convenience to their guests offer an "express
check-out" service to customers who charge by credit card. The hotel, in such cases,
customarily provides a lodging receipt showing that a credit card was used to secure
the payment and this will serve as evidence of payment in lieu of a true statement

showing "0" balance or their regular charge card statement. This is acceptable to
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show that the expense has been charged (paid), and thereby qualifies for

reimbursement.

3. Lostor Unavailable Receipts. If a receipt for an expense item is lost or it is impossible or

impractical to furnish one, a full explanation of the lack of receipt documentation must be
documented on the travel voucher. Mere inconvenience will not serve as a valid reason
for not supplying the required receipt. If an original receipt cannot be obtained from, for
example, the lodging facility, it should be documented on the voucher that the lodging
facility would not provide an original. (Note: Statements such as “Original not available”
are not acceptable.) Although, if it is a case of the claimant wanting to keep the original
receipts, a certification must be made by the claimant that the originals will be made
available to OMES, the State Auditor and Inspector, or any legal entity should the receipts
be requested (maintained for a minimum of seven years as if OMES was maintaining

them). This certification must be included with the travel voucher.

For actual and necessary travel where receipts are required, a signed statement or
affidavit of lost or unavailable receipt by the employee may be used to document lost or
unavailable receipts. The affidavit should bear the name and employee id# of the
employee, inclusive dates of travel and an itemized list of expenses for which the required

receipts are missing. In addition, the document must be signed and dated by the

employee. The OMES Form 18-1 can be used for this and documented for a lost receipt.

4. Miscellaneous Expenses for Which Receipts are Not Required. Single miscellaneous

expenses (such as business related telephone calls, facsimile charges, etc.) and local
transportation costs (such as, shuttle fare to and from airport, business-related taxi fares,
etc.) of less than $25.90 may be claimed for reimbursement based on itemization of the

expense on the travel voucher without receipt documentation.

E. Travel Arrangement and Ticket Changes
Reimbursement of charges for exchange of travel tickets or change in transportation schedules

for business or emergency reasons may be allowed when authorized and advantageous to the
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state. Costs associated with changes made for personal convenience or benefit of the employee,
are not allowed. Any changes must be essential and necessary based on business requirements

and approved by the agency to qualify for expense reimbursement.

F. Sales Tax Non-Exempted for Travel
Sales of tangible personal property and services to state agencies are exempt from state taxation.
Sales to individuals who are employees of the state, however, are not exempt from tax unless the
sale is billed directly to the appropriate state agency or the purchase is by means of a properly
completed government purchase order. This extends to employees who travel for the state and
make purchases subject to taxation. Any applicable tax charges paid shall be included in the total
cost of the purchased item or service. Reimbursement of the actual cost (including any applicable
tax) shall be reimbursed, unless specifically subject to any maximum limits set for such expenses.

(Tax Requirement - Source: Business Tax Division of the Oklahoma Tax Commission.)

G. Deceased Person Travel Expense Voucher
Payment of travel expenses of a person deceased may be made to the estate of the individual. The
travel voucher shall be in the name of the deceased person and the assignment section completed
for payment to the "Estate Of (claimant's name)." The "assignment" section and the voucher form
shall be signed in the customary manner by the decedent's appointed "Power of Attorney" or
"executor of estate." An employee/board member vendor form must be submitted to set up the
"Estate Of (claimant's name)" as a new location or as an “Alternate Name” on the existing
employee location. This would be used on the Payment Information ‘Remit To’ field of the

voucher.

H. Expenses Incurred During Exceptional Travel Periods

1. Weekend/Holiday Non-Work Schedule Times. Travel that transcends a

weekend/holiday period must be terminated/re-instituted pursuant to the 24-hour

travel rule (see Section 50.30.03.A (3)) for periods wherein work is not performed.

For example, in the case of a trip that carries over from Thursday to Tuesday in which the

employee receives personal time off on Saturday/Sunday, travel status for meals and
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lodging expenses reimbursement must be suspended for the time during which state
business (work) was not performed. Travel periods that extend over weekends/holidays
and which an employee vouchers reimbursement of expenses shall be annotated on the
travel voucher to show weekend work was required or that weekend stopover was
necessary or advantageous to the state (e.g., return of employee home and back to point

of travel impractical).

2. Travel Outside the U.S. Travel to and within a foreign country may involve complex travel

arrangements beyond the control of the employee in which compliance with the 24-hour
travel rule or other applicable travel requirements is impossible. Therefore, there is a 48-

hour rule for travel abroad. (74 0.S.§ 500.9.F) For other exceptions to the standard travel

guidelines under such circumstances, an explanation of the travel situation must be
prepared and submitted along with the employee's travel voucher to substantiate
reimbursement of the necessary related expenses. OMES shall require any exceptions to

be in writing for review and approval/disapproval on a case-by-case basis.

I. Guideline for Adaptation of the State Standard Travel Forms
The Office of Management and Enterprise Services has prescribed the standard forms to be used
for submission of state travel vouchers. However, an agency may find it necessary to adopt its
own version of the prescribed forms for its use because of special internal needs. In such cases,
a copy of the proposed form layout must be submitted to OMES for review and prior approval to
ensure that all data fields are properly laid out in the standard format for ease of processing and

uniform data entry.

J]. Reimbursement -vs- Direct Payment of Meals & Lodging (including Package Plans)
74 0.S. § 500.2, authorizes the direct contracting and direct payment of meals and lodging, but at
a rate not to exceed the total daily rate provided in the Travel Reimbursement Act (STRA). In
addition, Section 500.8 authorizes payment of meals, incidentals and lodging as package plans,
based upon a receipt, but also at a daily rate not to exceed the total daily rate provided in the

STRA.

Return to Main Table of Contents
Return to Chapter Table of Contents

Office of Management and Enterprise Services: Statewide Accounting Manual iy


http://www.oscn.net/applications/OCISWeb/DeliverDocument.asp?CiteID=102026
http://www.oscn.net/applications/OCISWeb/DeliverDocument.asp?CiteID=439103
http://www.oscn.net/applications/OCISWeb/DeliverDocument.asp?CiteID=102025

CHAPTER 50: DISBURSING

1. Package Plan Procedures Package plans which include other related travel costs such as

transportation and registration costs will be accepted. However, all the costs should be
separated out on the travel reimbursement form in order to determine that the daily rates
are not exceeded and proper object of expenditure coding is used. If package plans are to
be paid directly by the agency, a breakdown of the costs must still be shown on the
miscellaneous voucher if possible; however, the appropriate agency direct payment
expenditure codes would be used. For direct payment by the agency, such break down

should be provided on both the purchase order and voucher.

When possible, the agency should obtain a breakdown of the actual costs within the
package plan from the sponsor. This will help in determining the allowable amounts to
be claimed. As stated earlier, the reimbursement/direct payment amount cannot exceed
the STRA daily rate, therefore, such things as number of meals included and lodging rate
(standard, high rate, and designated) must be identified. Normally however, the lodging

in a package plan would meet the requirements for designated lodging.

There are several different scenarios which we have identified as examples of package
plans. They are based on the official’s or employee’s entitlement to full calculated per
diem for the travel period and the first three scenarios meet the requirements for

designated lodging.

(a) Scenario 1- The plan includes only meals and lodging and the actual costs by type

are known. The cost of meals is less than the daily per diem rate for the period.

Reimbursement or Assignment - the full standard per diem rate and the full cost
for lodging could be claimed. The appropriate travel reimbursement expenditure

codes must be used. Example for an in-state trip (may not be current rates):

D STRA per diem rate for 1% day trip is $69.00.
D Plan is for three meals totaling actual cost of $45.00.
D Normal per diem reimbursement of $69.00 and actual

lodging would be claimed.
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Employee would be responsible for paying the $45.00 for

meals and the actual lodging cost for the plan.

Direct Payment by agency - the full amount would be paid; however, a

comparison of the actual costs to the authorized daily rates would be

required. The appropriate agency direct travel expenditure code must be

used.

NOTE: Even if the plan is paid directly by the agency, some per diem could

still possibly be paid to the employee. Such per diem would normally be

calculated as the full authorized rate, less % per diem for each meal

provided. However, since the law restricts payment for the trip not to

exceed the STRA rate, the package plan policy for per diem calculation

would be the standard STRA per diem rate less the actual cost of meals

provided in the package plan. Example for an in-state trip (may not be

current rates):

[m}

[m}

[m}

STRA per diem rate for 1% day trip is $69.00.

Direct payment could not exceed the $69.00 for meals.

Plan is for three meals totaling actual cost of $45.00.
Normally per diem reimbursement adjusted for meal
provided (e.g., registration) would be $69.00 less $34.50
(three ¥4 per diem of $11.50 each) for a net reimbursement
of $34.50.

However, the direct payment of $45.00 and normal
reimbursement of $34.50 totals $79.50, exceeding the
authorized maximum of $69.00 by $10.50.

Therefore, per diem reimbursement under the package plan
policy would only be for $24.00 ($69.00 less $45.00). A

notation of this adjustment would be placed on the voucher.
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(b) Scenario 2 - The plan includes only meals and lodging and the actual costs by

type are known. The cost of meals is greater than the daily per diem rate.

Reimbursement - the full standard per diem rate and the full cost for lodging
could be Vouchered. The employee would be responsible for the cost of meals in
excess of the authorized daily rates. The appropriate travel object codes must be

used. Example for an in-state trip (may not be current rates):

D STRA per diem rate for 1% day trip is $69.00.

D Payment could not exceed the $69.00 for meals.

D Plan is for three meals totaling an actual cost of $75.00.

D Employee would be responsible for paying the full $75.00

and receive only $69.00 in per diem reimbursement

o The actual lodging cost would be claimed.

Direct Payment by agency or assignment - this should be avoided since the full
amount for meals could not be paid by the State. The employee would be
responsible for the cost in excess of the authorized daily rates. If direct
payment is used, however, the warrant from the State and a check from the

employee would be required.

(c) Scenario 3 - The plan includes only meals and lodging and the actual costs by type

are not known.

Reimbursement or Assignment - the full standard per diem rate could be claimed.
The amount remaining after subtracting the per diem amount from the total
package plan cost would be put under lodging. Remember, this is based on the

lodging qualifying as designated. Appropriate paid receipt would be required and

a statement placed on the voucher setting forth that the rates Vouchered are

calculated since actual individual costs are not known. Example for an in-state
trip (may not be current rates):

o Plan is for a total of $125.00.
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D STRA per diem rate for 1% day trip is $69.00.
D The remaining amount of $56.00 would be claimed as
lodging.

Direct Payment - the full amount would be paid; however, a breakdown of the
calculated costs by type would be required along with the statement as described

above.

(d) Scenario 4- The plan includes registration, meals, and lodging and the actual

costs by type are not known.

Reimbursement or Assignment - the full standard per diem rate and the standard
or high rate lodging (as appropriate) would be claimed. The amount remaining
after these two amounts are subtracted from the total package plan cost would be
put under registration. A paid receipt and the statement described above in
Scenario 3 would be required on the voucher. Example for an in-state trip (may

not be current rates):

E Plan is for a total of $225.00.

D STRA per diem rate for 1% day trip is $69.00.

D STRA standard lodging rate is $83.00.

o The remaining amount of $73.00 ($225.00 less 69.00 less

$83.00) would be claimed as registration.

Direct Payment - the full amount would be paid, however, a breakdown of the
calculated costs by type would be required along with the statement as

described above in Scenario 3.

2. Additional Notes: If lodging is not designated, amounts claimed for lodging could not
exceed the authorized standard amount. Therefore, except under Scenario 4, the

employee/official would be responsible for any amount over the appropriate standard

Return to Main Table of Contents
Return to Chapter Table of Contents

Office of Management and Enterprise Services: Statewide Accounting Manual X!



CHAPTER 50: DISBURSING

3.

lodging rate. Under Scenario 4, the employee/official places amounts in excess of the

authorized per diem and lodging under registration.

If other incidental type expenses are included in the plan, such expenses would be
claimed as appropriate, if actual individual amounts are known. If such amounts are not
known, then they would be placed under miscellaneous expenses as is registration in

Scenario 4.

The appropriate travel reimbursement or agency direct expenditure codes must be used.

This replaces all other package plan procedures previously issued.

The per diem adjustment for meals included in regular registration scenarios would
remain at the % per diem adjustment if actual cost is not known; otherwise, actual cost

must be deducted (more or less than the %4 per diem).

Per Diem Reimbursement under Direct Contract Payment. The actual cost of meals and

lodging should always be known. The direct contract payment and reimbursement
procedures are the same as the direct payment option in scenario 1 under package plans.
That is, based on the package plan policy, any per diem reimbursement would be the
standard STRA rate less the actual cost of meals included in the contract. Example for an

in-state trip (may not be current rates):

D STRA per diem rate for 1% day trip is $69.00.

D Direct payment could not exceed the $69.00 for meals.

D Contract is for three meals totaling actual cost of $45.00.

o Per diem reimbursement would be for $24.00 ($69.00 less $45.00). A

notation of this adjustment would be placed on the voucher

K. Legislative Travel Per Diem

1.

In-State Travel During Session
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The amount of per diem in lieu of expenses (meals and lodging) which members of the
Legislature can receive for each night spent away from home in the performance of their
official duties within the state during regular and extraordinary legislative sessions shall
be the amount authorized by the provisions of the Internal Revenue Code of 1986, as
amended, for deductibility of expenses for travel while away from home without

additional documentation. (74 0.S. § 291.1)

NOTE: There is exclusion per IRS regulation for those who live within 50 miles. Internal

Revenue Code, Section 162 [h].

2. In-State Travel When Not In Session

The amount of per diem in lieu of expenses (meals and lodging) which members of the
Legislature can receive for attending meetings and other such legislative business when

the legislature is not in session is $25.00 per day. (74 0.S. § 456.B and C)

3. Out-of-State Travel During Session.

The amount of per diem in lieu of expenses (meals and lodging) which members, officers
and employees of the Legislature can receive for each night spent outside the state,
including a special rate for the high-rate geographical area, shall be the amount
authorized by the provisions of the Internal Revenue Code of 1986, as amended, for

deductibility of expenses without additional documentation. (74 0.S. § 456.D)

NOTE: Members and employees of the legislature may, in lieu of the above language, be

reimbursed for out of state travel pursuant to the STRA.

L. Travel Voucher Direct Deposit

74 0.S. § 500.37 allows an employee enrolled in payroll direct deposit to receive travel voucher

reimbursement via direct deposit. The direct deposit of travel is now required by legislation that
reads “Payments disbursed from the State Treasury shall be conveyed solely through an

electronic payment mechanism” and would apply to all payments to employees. (62 0.S. § 34.64)
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The following will describe general processing procedures for direct deposit travel
reimbursement, as well as special handling procedures to be implemented if a problem should

result.

1. Travel reimbursement vouchers will continue to be processed through the normal
vouchers cycle. OMES runs a daily job to compare and update the name and banking
information from the Payroll System to the Vendor file. However, new employees who
will be traveling must first be added to the Vendor file by the agency (see Section
40.10.18). This must be done before the Vendor file can be updated with the direct
deposit information. If the person travels and has a travel voucher submitted before the
daily update occurs, any vouchers processed will result in a paper warrant being issued.
Once the update occurs, future travel reimbursements will be processed as a direct

deposit.

2. This voucher payment information will be forwarded to the State Treasury (OST) for

creation of an ACH/Direct Deposit (EFT) transaction.

3. Travel vouchers paid by ACH/Direct Deposit (EFT) will be deposited into the employee’s
bank account the f