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 1. BACKGROUND
 Executive and Global Graduate Programs are a series of programs administered by Baruch College. They are funded with tax-levy and non-tax levy funds. They are required to follow the policies and procedures of Baruch College, the University and NY State.
 Zicklin School of Business
 • Executive MBA (EMBA) and the Executive MBA in Healthcare Administration (EMBA HCA) are structured to meet the needs of high-potential professionals and business leaders who are ready to take their organizations and careers to the next level.
 • Executive Doctorate in Business (EDB) is designed for senior executives with 7-10 years of executive business experience who seek the empirical knowledge and skills necessary to thrive in the C-suite.
 • Executive Masters of Science programs are designed for professionals with 5 (or more) years of work experience in the following fields: Finance (EMSF) for professionals in finance and business; Human Resource Management (EMS HRM) for HR professionals.
 Weissman School of Arts and Sciences
 • Executive Global MS in Industrial Organization/Psychology prepares students to pursue practitioner or research careers focused on human behavior in the workplace.
 Marxe School of Public and International Affairs
 • Executive MPA is for experienced professionals who want to gain administrative leadership skills through a convenient course schedule and accelerated program of study.
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 2. BOARD RESOLUTION
 WHEREAS, Baruch College has historically offered many executive and global graduate degree programs, which are structured to meet the needs of working professionals and business leaders, and
 WHEREAS, Many of the degree programs at Baruch College have been ranked among the nation’s top graduate programs, and
 WHEREAS, In an effort to increase transparency, Baruch College is seeking approval of program supplements for five (5) executive programs, which originated in the 1960s to 1990s, but have not been previously approved by the Board of Trustees; and
 WHEREAS, Baruch College is seeking the approval of program supplements of five (5) new executive and global graduate degree programs; that will begin starting in the Fall of 2018; and
 WHEREAS, Baruch College is seeking approval of revised program supplements of (5) previously approved programs; and therefore be it
 RESOLVED, That The City University of New York approve the executive and global graduate degree programs, for Baruch College, including a schedule of program supplement charges; and be it further
 RESOLVED, That students enrolled in Baruch executive and global graduate degree programs pay prevailing in- state graduate student rates for tuition, technology fees, student activity fees and consolidated fees, as well as a separate program supplement, the sum total of which is not to exceed the amounts in the table below; and be it further
 RESOLVED, That students enrolled in these programs receive waivers for academic excellence fees, which fund graduate student services and activities designed for students in graduate programs with traditional delivery and services rather than an executive or global format and the more costly services such a format entails; and be it further
 RESOLVED, That Baruch College will deposit the program supplement in a designated bank account, and account for and report on the program supplement separately by program; and be it further
 RESOLVED, The Baruch College will follow the University’s policies and procedures; including but not limited to those related to procurement, cash accountability and allowable expenditures use; and be it further
 RESOLVED, That Baruch College will provide the University within 90 days of the approved resolution a policy and procedures manual related to the collection, accounting, spending, reporting and internal controls of these funds, and provide any updates annually; and be it further
 RESOLVED, That Baruch College provide to the University by the end of August of each year, an accounting of the funds spent for each program in the prior fiscal year and an approved budget for the upcoming fiscal year, which shall include any surpluses from the prior year; and be it further
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 RESOLVED, That the use of the funds generated by the program supplement shall be used to support the direct costs of the program for which the funds were generated, or to support the school for which the program is housed.
 EXPLANATION: Each executive and global graduate degree program offered by Baruch College charges a single total amount to all students in that program. The use of a single rate for an entire program is the standard pricing approach in comparable executive and global degree programs offered by competing institutions, and is essential to Baruch’s ability to market these programs.
 The program supplement portion of the student payments covers additional costs related to delivering services for executive and global graduate degree programs and supports other strategic initiatives at the Zicklin, Weissman, and Marxe Schools, depending on where the programs are housed. The direct costs associated with delivery of these executive and global graduate degree programs include course books and materials, class-day meals, weekend staffing and other amenities and for several of these programs also includes domestic or international group travel as part of the curriculum.
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 SUMMARY OF EXECUTIVE AND GLOBAL GRADUATE DEGREE PROGRAMS
 PROGRAM Tuition and Fees
 at Current Rates
 Program Supplement Maximum
 Total Program
 Cost
 Program Inception
 Projected Annual Enrollment
 Date Board Approved
 Location(s) of Instruction Delivery
 Executive MBA 28,293 58,207 86,500 1981 57 Not approved
 Baruch
 Executive MBA - Healthcare Administration
 33,665 38,835 72,500 1969 77 Not approved
 Baruch
 Executive MS - HR Management 13,668 34,832 48,500 1993 33 Not approved
 Baruch
 Executive MS - Finance NYC 9,482 29,019 38,500 1997 18 Not approved
 Baruch (Mumbai in Fall 2018)
 Executive MS - Marketing NYC 9,482 29,019 38,500 Fall 2018 18 New Program
 Baruch & Optional Sao Paulo
 Executive MS - Finance Mumbai 10,809 4,191 15,000 Fall 2018 20 New Program
 Mumbai & Baruch
 Executive MS - Marketing Sao Paulo
 5,405 3,596 9,000 2019 20 New Program
 Sao Paulo & Optional Baruch
 Executive Doctorate in Business 20,560 104,441 125,000 Fall 2017 12 June 2016 Baruch Executive MPA 21,873 31,317 53,190 1983 47 Not
 approved Baruch
 Executive Global MBA 17,793 35,207 53,000 Fall 2019 16 New Program
 Baruch, Paris & Rio de Janeiro
 Executive Global MS in Industrial Organization/Psychology
 16,308 10,192 26,500 2019 Reinstatement
 24 June 2009 Singapore
 Global MS in Finance 12,298 4,790 17,088 Fall 2017 70 Shenzhen 2016
 Shenzhen & Baruch; Beijing & Baruch; Bolzano & Baruch; Padova & Baruch
 Global MS in Finance 14,286 5,686 19,972 Fall 2018 15 New Program
 Xi'an & Baruch
 Global MS in Marketing 10,886 5,668 16,554 Fall 2018 35 June 2016 Shanghai & Baruch
 Global MS in Entrepreneurship 7,468 3,458 10,926 Fall 2017 15 June 2016 Tel Aviv & Baruch

Page 7
						

THE CITY UNIVERSITY OF NEW YORK -- BARUCH COLLEGE EXECUTIVE AND GLOBAL GRADUATE DEGREE
 PROGRAMS
 5
 3. STUDENT REGISTRATION, BILLING AND COLLECTIONS
 Students are registered and pay through CUNYfirst. CUNY Central sets up the tables in CUNYfirst and does the programing so that when the students are registered they are billed the Board approved tuition and program supplement. Additional details are described below.
 3.1 Registration
 The program administrator at each school (currently Zicklin and Marxe) registers the Executive and Global Program students.
 3.2 Billing
 Upon registration, CUNYfirst posts tuition and program supplements on the student accounts.
 3.3 Collections
 Students may pay their bill in one of three ways: in person at the Bursar’s window, online with a checking or savings account, or by joining the CUNY payment plan and paying its fees.
 • At the Bursar’s window, students type their emplid# using the pin pad at the Bursar’s window. The cashier then checks the account and gives the student the balance due. Any pending or anticipated financial aid (loans, scholarships, etc.) are deducted from the balance owed. Students may pay at the window using cash, checks or money orders. A receipt is issued to all students making a payment of any amount.
 • Online, students may pay through their CUNYfirst account using their checking or savings account. The student enters their bank routing number and account number. All payments must be verified by the student as correct (by pressing ‘accept’) before the payment is processed. Again, the students may deduct any pending financial aid or scholarships before making their payment. Once the student has verified the amount paid by pressing ‘accept’, the amount paid is posted to the student account by CUNYfirst. A confirmation email is also sent to the student once their payment is processed.
 • Students may pay their bill utilizing the CUNY payment plan for a small fee. Students can pay by credit card or with their checking or savings account for a reduced fee. Payments are updated in real time. In addition, a service indicator (BPP – Baruch Payment Plan), is placed on the student’s account so the student’s classes are not cancelled. All subsequent payments are updated to the student account the next business day.
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 4. PAYROLL
 Executive and Global Programs must follow University policies and procedures. The tax-levy payroll is processed through Human Resources and the non-tax levy is processed through the Baruch College Controller’s Office using the Personnel Action Form (PAF) available for download on the Vice President for Administration and Finance website: http://www.baruch.cuny.edu/adminfin/forms_instructions.htm.
 The College uses ADP to process the non-tax levy payroll and timekeeping. Payroll is processed bi-weekly.
 4.1 Non-Tax Levy Onboarding Process
 The process is initiated by a PAF, which is completed by a department or school. New hires submit an I-9 with the required identification, a copy of the social security card, W-4 and IT-2104 form. If the individual is not a new hire, a PAF is required with supporting documentation as to the business reason for the payment request. The following individuals approve the PAF: The Head of the Department, the VP of the Division or Dean of the particular school, the Provost if the individual is receiving Executive Compensation Payroll (ECP), the Vice President for Administration and Finance and the Finance Manager of the Controller’s Office. Changes to an employee’s compensation rate or hours require a new PAF with an attached memo explaining the adjustment.
 The Baruch Controller’s Office uses ADP to process payroll. After the required paperwork has been submitted and the PAF has been approved, new hire information is entered into ADP by a member of the Payroll staff in the Controller’s Office. The Payroll Coordinator reviews this information. If the individual is an hourly employee, the employee will receive a login name and password for ADP to submit his or her timesheet online by electronic timesheet processing. Individuals who receive administrative and academic supplements will have the payroll staff input their wages into ADP based upon the information from their PAF. Payroll is processed on a bi- weekly basis. After payroll is processed ADP either mails the employee his or her check or sends the employee his or her wages through direct deposit consistent with the New York State Payroll calendar.
 4.2 Non-Tax Levy Electronic Timesheet Processing
 Hourly employees submit timesheets online, by signing in and out during their scheduled hours by accessing ADP. On a bi-weekly basis, the employee’s supervisor approves the timesheet by logging into ADP.
 Once the payroll process is complete, ADP sends the payroll register to the Baruch College Controller’s office. The Controller’s Office then electronically transfers the funds to Baruch College’s Citibank Payroll account from Executive and Global Programs’ Citibank account to fund the payroll. The Baruch College Controller and the Assistant Vice President for Finance approve the electronic fund transfer. If either one is absent, the Finance Manager in the Controller’s Office or the Baruch College Assistant Vice President for Planning and Budget can process the transfer.
 http://www.baruch.cuny.edu/adminfin/forms_instructions.htm
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 4.3 Non-Tax Levy Payroll Records
 All original non-tax levy payroll files and personnel records are retained by the Payroll Department in the Baruch Controller’s Office.
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 5. PROCUREMENT
 Executive and Global Programs must follow University policies and procedures. This includes the Basic Procurement Guidelines, and they also must adhere to the College’s Expenditure Policy and Guidelines.
 Executive and Global Programs are required to submit a requisition for purchases. Check requests may also be used for payments for goods or services received. A check request with authorized signatories, the original invoice and a copy of the purchase order must be submitted to the Baruch College Controller’s Office for payment.
 Select personnel in the Executive and Global Programs have college credit cards. Cardholders must comply with the purchasing and credit card usage regulations. Check requests to college credit cards, must include: card statement, receipts and business purpose.
 Refer to Appendixes A-3 – A-8 for the referenced forms and instructions. The forms and instructions are also available for download on the Vice President for Administration and Finance website: http://www.baruch.cuny.edu/adminfin/forms_instructions.htm.
 5.1 Expenditure Policy and Guidelines
 Approved by President’s Cabinet December 14, 2007, which applies to all College funds regardless of funding source.
 Viewable online at: http://www.baruch.cuny.edu/adminfin/documents/Expenditure_Policy.pdf. Refer to Appendix A-3 for detailed Expenditure Guidelines which were modified June 6, 2018, also and viewable online at: http://www.baruch.cuny.edu/adminfin/documents/Expenditure_Guidelines.pdf.
 Use of College Funds
 College funds may be used for ordinary and reasonable business-related expenses that support Baruch College education, research and public service missions. While such expenses are considered allowable by campus policies, certain funding sources may impose additional restrictions. For example, expenditures paid from federal and state funds or restricted gifts are subject to added conditions. Furthermore, various campus operating units may establish more restrictions on the use of funds. Such additional restrictions must be recognized when expenditures are being planned.
 Unallowable Expenses
 Any expenditure with any of the following characteristics does not reflect the proper stewardship of campus funds and is considered “unallowable” regardless of the source of funds.
 1. It does not support the Baruch College mission of education, research and public service.
 http://www.baruch.cuny.edu/adminfin/forms_instructions.htm
 http://www.baruch.cuny.edu/adminfin/documents/Expenditure_Policy.pdf
 http://www.baruch.cuny.edu/adminfin/documents/Expenditure_Guidelines.pdf
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 2. It is extreme, excessive, illegal, or is not a normal and ordinary cost incurred in the conduct of official campus activities.
 3. It represents recognition, not associated with job performance or professional recognition, service, or morale, for a faculty member, staff member, or student. For example, costs to recognize birthdays, childbirth or adoption, wedding, anniversaries or office professionals/Secretary’s Day are unallowable.
 4. It represents a personal expense that is neither business-related nor required in carrying out an individual’s job responsibilities. Examples of personal expenses are:
 a. parking permits, fines, or interest charges on personal/corporate credit cards b. amusement, entertainment, or social activities that are not directly connected to
 campus functions or purposes c. memberships and other purchases that lend themselves to personal use, such as the
 Automobile Association of America, private clubs, airline clubs, Sam’s Club, newspaper home delivery, and prepaid calling cards.
 5. The expenditure was (or will be) reimbursed from another source. 6. The expenditure is for individual association membership fees, dues or licenses that are not
 directly related to the individual’s position or academic discipline.
 Additional Information/Exceptions
 Requests for additional information or exceptions to this policy should be directed to the Vice President for Administration and Finance at 646-660-6660.
 5.2 Basic Procurement Guidelines
 Purpose
 To delineate appropriate steps required for the acquisition of goods and services, including requisition preparation, funds approval, issuance of purchase orders, payments to suppliers, and follow-up inquiries.
 All general policies related to procurement at Baruch College are consistent with official policies mandated by the Board of Trustees of the City University of New York and are also in compliance with official policies mandated by the State of New York Comptroller’s Office. For assistance with online access contact the Director of Purchasing via e-mail. The Basic Procurement Guidelines are also viewable on the Procurement website: http://www.baruch.cuny.edu/procurement/basic_purchase_procedure.htm.
 General Policies
 A. Deans, Department chairs, Directors, and Managers are responsible for prudently requesting those supplies, services or equipment needed for effective operation.
 B. The procurement process must begin by completing the College’s official purchase requisition:
 http://www.baruch.cuny.edu/procurement/basic_purchase_procedure.htm
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 o An electronic requisition must be entered online through the Colleges Electronic Purchasing System (EPS) for each procurement to be paid from tax-levy funds -OR-
 o A manual (paper) requisition must be filled out for all procurements to be paid from non-tax levy (private) funds. Each purchase requisition is to be limited to those commodities which are similar in nature, and which are presumably available from one vendor.
 C. A purchase requisition must be filled out in advance of all commitments of expenditures with the exception of (1) Travel reimbursement requests, (2) Postage and mailing requests.
 D. Determination of funds available from the Budget Office must precede any initiation of a purchase requisition.
 E. Deans, Department chairs, Directors and Managers have no authorization to procure goods and services or enter into contractual relationships with any vendor. Vendors who contact employees of the College directly should be advised that all purchases chargeable to the College must be authorized by an official purchase order, signed by the Director of Purchasing or his designee.
 Special Policies
 A. Computer Hardware and Software procurement requires specification approval by the Baruch College Technology Center, which should be involved in the preparation of technology-related acquisitions at the earliest possible stages of specification determination. No requisitions for computer-related hardware or software will be acted upon by the Purchasing Department until approved by the BCTC.
 B. Furniture acquisition requires review and approval of the Department of Campus Facilities, which should be consulted before requisitions for furniture are prepared. No requisitions for furnishings will be processed by the Purchasing Department without approval of Campus Facilities.
 C. Capital Improvements and/or any acquisitions involving renovation, repairs to facilities, interior or exterior improvements to facilities require initial consultation with Campus Facilities, which must approve any requisitions related to such improvements.
 D. Emergency Purchases require a declaration of emergency initiated by the Vice President for Administration and Facilities. State- and University-wide policy recognizes states of emergency in only the rarest of circumstances, and declarations of emergency usually require the Vice President’s consultation with the University’s Office of Legal Affairs.
 Procedures
 PERFORMED BY ACTION TO BE TAKEN
 Requisitioner Obtain the approximate price of items or services desired by reviewing past purchases, consulting catalogues, reviewing requirements with prospective vendors
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 for a preliminary cost estimate only, or contacting the Purchasing Department via email (preferably) or telephone.
 Requisitioner Prepare acquisition electronic purchase requisition or a manual requisition as appropriate
 Requisitioner Forward electronically for review and budget approval
 Purchasing Review the requisition for compliance with approval requirements, accuracy and completeness.
 Purchasing Determine appropriate procurement procedure to be followed and assign the requisition to a purchasing agent. The purchasing agent determines whether a State of New York, Board of Education, or other existing contract may be used for the acquisition, or if bidding is required. Mandated procedures are followed and a purchase order is issued.
 Purchasing Forward a copy of the purchase order to (1) the requisitioner, (2) the Budget Office, (3) Receiving and Stores, (4) Accounts Payable, and the (5) the Property Manager
 Requisitioner Immediately review the purchase order once issued, checking it against the retained copy of the requisition, ensuring accuracy of detail, consistency with expected impact on the departmental budget, and all other relevant information. Contact the Purchasing Department immediately if cancellation or modification is required.
 Requisitioner Upon receiving supplies and/or equipment, whether delivered through Receiving and Stores or by direct shipment from the vendor, sign the appropriate receiving documents, authorizing payment through the Accounts Payable Department.
 5.3 Purchase Requisitions
 Non-Tax Levy Funds
 If non-tax levy funds are being used a paper non-tax levy requisition is completed and sent to the Controller’s Office to check on the availability of funds. If there are funds available, the requisition is then forwarded to Purchasing for processing.
 Tax Levy Funds
 If tax levy funds are being used, with the exception of purchases related to employee travel or reimbursement, a requisition is prepared in CUNYfirst. If there are funds available, the requisition is forwarded to Purchasing for processing.
 Signatory Authority
 Requisition approval is required by authorized signatories for the Program and in the Controller’s Office.
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 Refer to Appendix A-4 and A-5 for the referenced forms and instructions. The forms and instructions are also available for download on the Vice President for Administration and Finance website: http://www.baruch.cuny.edu/adminfin/forms_instructions.htm.
 5.4 Check Requests
 Invoices and Payments
 When a payment needs to be generated, the invoice received from the vendor is matched with appropriate documentation (please review the Baruch College Expenditures Guidelines for guidance on allowable expenditures, minimum levels of approval and examples of documentation required for expenditure approval) and a check request/voucher is created from the department. The check request details all the pertinent information regarding the payment as well as the authorized signatures from the department. The department then sends the completed check request and required documentation to Accounts Payable in the Baruch College Controller’s Office. Accounts Payable staff, and then the Baruch College Controller, reviews the document, to verify the description, quantity, cost, terms and math on the vendor invoice. They also verify the same items on the Purchase Order if it is provided. If the check request has the required information and documentation the Controller approves the processing of the check request. It is entered as the invoice into the account payable module in Financial Edge, the College’s non-tax levy accounting software. The payment process generates either a check or electronic funds transfer. The check is then either mailed to the vendor or picked up by department for department staff to send to the vendor.
 Types of Payments
 In addition to payment to vendors, the following types of payments are made:
 • Reimbursement of Employee Expenses • Honoria and Professional Fees • Independent Contractor
 Types of Invoices Processed
 • Purchase Order Matched – the invoice is matched to a purchase order. Accounts Payable compares invoice details to the purchase order details. If they do not match they ask the department the reason for the difference. Purchase orders are created after purchase requisitions are approved.
 • Direct Payment – direct payment invoices are not matched to a purchase order.
 Equipment Purchases
 Equipment purchases that require inclusion in the College’s Asset Management system are identified on the purchase order as well as by Accounts Payable staff, and are entered into the system with the appropriate expenditure type. After payment, the documentation is provided to the Baruch College Property Manager for proper recording.
 http://www.baruch.cuny.edu/adminfin/forms_instructions.htm

Page 15
						

THE CITY UNIVERSITY OF NEW YORK -- BARUCH COLLEGE EXECUTIVE AND GLOBAL GRADUATE DEGREE
 PROGRAMS
 13
 Check Request Procedures
 • Department receives an invoice or request for payment from a vendor • Department gathers supporting documentation and prepares a check request. The authorized
 signatories from the department approve the check request. • Department delivers the check request to the Accounts Payable department located in the
 Baruch College Controller’s Office. • Accounts Payable reviews the check request for completeness, checking to see if the vendor is
 on the Vendor File. If the vendor is not in the file, they request a W-9 for the vendor and add it to the Vendor File.
 • Baruch College Controller reviews the check request and approves it for processing. • Accounts Payable enters the invoice information into the accounts payable module, then
 reviews invoice for accuracy. • If invoice details are correct a check or electronic funds transfer is created for payment.
 Refer to Appendix A-6 for the referenced form and instructions. The form and instructions are also available for download on the Vice President for Administration and Finance website: http://www.baruch.cuny.edu/adminfin/forms_instructions.htm.
 5.5 Credit Card Usage Policy
 The guidelines below pertain to the use of all credit cards issued to Baruch College and thereafter assigned to the cardholder, in the capacity as an Officer of the College.
 The guidelines are available for download on the Vice President for Administration and Finance website: http://www.baruch.cuny.edu/adminfin/forms_instructions.htm.
 • The credit card shall be used only for Baruch College business expenses.
 • Baruch College is a tax exempt state entity and is not subject to New York State taxes. Form AC946 (Tax Exemption Certificate), Form ST-129 (Exemption Certificate – Tax on occupancy of hotel room, etc.), or Form ST-119.1 (Exempt Organization Exempt Purchase Certificate) should be provided to vendors to indicate tax exemption.
 • Store the original receipts and a copy of any other purchase documents from the items charged to submit with the payment request.
 • Review each month’s statement in a timely manner and notify the Assistant to the Vice President for Administration and Finance of any incorrect charges or transactions. Late fees due
 http://www.baruch.cuny.edu/adminfin/forms_instructions.htm
 http://www.baruch.cuny.edu/adminfin/forms_instructions.htm
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 to delayed submission are the responsibility of the charger. Please keep in mind, late or non-payment of bills effect the ability of the College to continue to receive credit.
 • Submit a brief written notation or explanation of each transaction’s business purpose and a check request with each monthly credit card statement to initiate payment.
 • You are responsible for safeguarding the credit card at all times. If the credit card is lost or stolen, immediately notify the credit card company and the Assistant to the Vice President for Administration and Finance. If the credit card was stolen, contact either Public Safety (if crime was committed on campus) or the Police Department.
 • Return the credit card issued to you to the Assistant to the Vice President for Administration and Finance upon your separation from the College.
 5.6 Travel Guidelines
 Executive and Global programs must follow University policies and procedures. Travel must be preapproved. Refer to Appendixes A-7 and A-8 for the Travel and Expense Processing Summary, and instructions on how to become a “traveler” in Baruch College’s system. Detailed travel guidelines and references are also available for download on the Vice President for Administration and Finance website: http://www.baruch.cuny.edu/adminfin/NewYorkStateTravelInformation.htm.
 http://www.baruch.cuny.edu/adminfin/NewYorkStateTravelInformation.htm
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 6. ACCOUNTING
 The accounting for Executive and Global Programs is performed consistent with Generally Accepted Accounting Principles and University practice. The accounting for tax-levy is done through CUNYfirst and Financial Edge is used for the non-tax levy accounting. Data from Financial Edge is uploaded via spreadsheet to the general ledger in CUNYfirst semiannually as required by CUNY.
 6.1 Reporting
 1. Monthly reports (Account Detail, Balance Sheet & Income Statement) are sent to program administrators and the Deans of its school.
 2. End-of-year summary revenue and expense reports by programs must be sent to CUNY Central by August 31.
 3. An approved budget must be sent to CUNY Central by August 31 of the new fiscal year.

Page 18
						

THE CITY UNIVERSITY OF NEW YORK -- BARUCH COLLEGE EXECUTIVE AND GLOBAL GRADUATE DEGREE
 PROGRAMS
 16
 7. INTERNAL CONTROLS
 The same internal controls that are in place for Baruch College’s other non-tax levy funds are in place for Executive and Global Programs. These include segregation of duties, authorized signatories, monthly bank reconciliations as well as monthly reports to the program administrators and senior management. Tuition and supplement tables are set up by CUNY. University’s policies and procedures are followed. Different units perform registration, billing and collection. Expense requests are made by the Executive and Global Programs and processed by other units.
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 a. Personnel Action Form A-1 b. Non-Tax Levy Onboarding Instructions A-2 c. Expenditure Guidelines A-3 d. Non-Tax Levy Purchase Requisition Form A-4 e. Tax Levy Purchase Requisition Instructions A-5 f. Check Request Form and Instruction A-6 g. Travel and Expense Processing Summary A-7 h. Traveler Instructions A-8
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 Personnel Action Form Download the original form here: http://www.baruch.cuny.edu/adminfin/forms_instructions.htm
 http://www.baruch.cuny.edu/adminfin/forms_instructions.htm
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 APPENDIX A-2
 Non-Tax Levy Onboarding Instructions For onboarding new hires onto the Executives and Global Programs payroll.
 1. The program planning to hire an employee on the Executive and Global Programs payroll must first have sufficient funding available.
 2. The PAF (A-1) is needed to place an individual on the form. 3. The form requires the following authorized signatures:
 a. Head of the department b. VP of the Division or the Dean of the School c. VP for Administration and Finance d. Finance Manager, Controller’s Office
 4. The Baruch College Provost must also sign all PAFs for individuals on the Executive Compensation Payroll (ECP)
 5. All PAFs submitted to the Controller’s office must have attached the documentation below. An employee with prior payment on the Executive and Global Programs payroll will not require the new hire package.
 a. Executive and Global Programs Personnel Action Form b. I-9 form c. W-4 form d. IT-2104 form e. IT-2104-E form (optional) f. Direct Deposit form (optional) g. Request for Exemption from Social Security and Medicare Taxes form (International
 Students) 6. The following identification documents are also required:
 a. Photocopy of Driver’s License/State ID/U.S. Passport b. Photocopy of Social Security Card c. Photocopy of VISA/Permanent Resident Card (required for International Employees) d. On-Campus Employment Authorization Form/Card (required for International
 Employees)
 All departments must complete Section 2 of the I-9 form. If the form is not completed within three (3) business days of the specified start on the PAF, the department must submit a memo explaining delay.
 All PAFs must have supporting documentation as to the reason for payment requests.
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 Non-Tax Levy Purchase Requisition Form Download the original form here: http://www.baruch.cuny.edu/adminfin/forms_instructions.htm
 http://www.baruch.cuny.edu/adminfin/forms_instructions.htm
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 APPENDIX A-5
 Tax Levy Purchase Requisition Instructions Tax Levy purchases, with the exception of purchases related to employee travel or reimbursement, require a purchase requisition created in CUNYfirst.
 • Go to CUNYfirst by clicking the following link: http://www.baruch.cuny.edu/cunyfirst/ • Click on Login to CUNYfirst • In the CUNYFIRST MENU box, click on Financials Supply Chain > eProcurement > Create
 Requisition • On the ‘Specify Business Unit and Requester’ page:
 a. Enter “BARPR” in the ‘*Business Unit:’ field b. Enter your Emplid # in the ‘*Requester:’ field
 Step 1: Define Requisition
 1. This is where you will specify the name of the requisition and the priority.1 The business unit and requester will automatically populate with your CUNYfirst credentials.
 2. Click on the small triangle to the left of ‘Line Defaults’ to expand the view. Click on the magnifying glass next to ‘Vendor’, ’Vendor Location’, ‘Category’ and ‘Unit of Measure’ to begin the search. The search selection will populate the fields.2
 3. Each field can be changed once you get to Step 2. 4. The ship to location under ‘Shipping Defaults’ should not be changed. All purchases are shipped
 to the Receiving department (H-150) for the entire campus. 5. Do not edit the ‘Due Date’ or ‘Attention’ fields. 6. The ‘Accounting Defaults’ will automatically populate with your CUNYfirst credentials.
 Step 2: Add Items and Services
 7. The screen will default to the ‘Special Request’ tab displaying all the request types. If it does not default to that tab, click on ‘Special Request’ tab.
 8. Click on ‘Special Item’ 9. Enter the ’Item Description’, ’Price’, ’Quantity’ and ‘Category’. All asterisks fields must be
 completed. 10. You can add details such as quote number, sales representative contact details in the 'Additional
 Information' box. Click on the check box Send to Vendor, Show at Receipt and Show at Voucher if you want your comments to be viewed by Purchasing.
 1 Do not edit the requisition priority (default ‘Medium’). Contact Purchasing if you would like to expedite a requisition. 2 If you cannot locate the vendor or aren’t sure of the vendor contact Purchasing.
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 11. After completing all of the required fields and additional information, click on ‘Add Item’ button. You have completed the first line of the requisition and a blank ’Add Item’ screen will appear for you to enter more lines if necessary.
 Step 3: Review and Submit
 12. If you have finished adding line items to the requisition, click ‘Review and Submit’ 13. Review the requisition lines, click on the triangles to expand each tab and magnifying glasses to
 review input fields. 14. Click on the comments icon (circular cloud under the total) to attach the sales quote or
 additional documentation. You can also add comments. 15. Click on ‘Save & preview approvals’ to view the approval flow of your requisition. The
 requisition will always go to your Supervisor for approval first before it can go to Department Approver 1. For items which require multiple approvers, click on ‘Multiple Approvers’ to view who the multiple approvers are.
 16. After reviewing approval flow, click the ‘Submit’ button. A ‘Saved’ notice will appear in the upper right corner and the Supervisor approver status will be pending approval.
 Step 4: Budget Check
 17. Once the requisition is submitted, perform a search (eProcurement > Manage Requisitions) to ensure that the requisition status is approved and the budget check is valid.
 18. By clicking on the ‘<Select Action…>’ drop box, you can select ‘Cancel Requisition’, ‘Check Budget’, ‘Copy Requisition’, ‘Edit Requisition’ and ‘View Approvals’. After a Purchase Order has been created the you cannot edit the requisition. Only the person who created the requisition can see the requisition on this screen.
 19. The ‘Check Budget’ feature will ensure that there is sufficient budget for the amount of the requested item(s).
 20. If there is sufficient budget, the system returns a status of valid and records a pre-encumbrance. 21. If there is not sufficient budget, the system returns a status of error and the requisition has
 failed budget check. The system will not automatically notify requestor indicating budget check failure. To ensure that requisitions pass budget:
 a. Review departmental budget balances prior to submitting requisitions b. Verify that totals and account codes inputted during Step 1 and Step 2 of the requisition
 are correct and match quote c. If the requisition continues to return an error, contact the Budget department for
 assistance
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 APPENDIX A-6
 Non-Tax Levy Check Request Form and Instructions Download the original form here: http://www.baruch.cuny.edu/adminfin/forms_instructions.htm
 http://www.baruch.cuny.edu/adminfin/forms_instructions.htm
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 1. Select Program as ‘Executive Programs’ in the top left section of the form. 2. Select the Type of Disbursement that best fits the purpose of the form you are to complete.
 Typical selections are ‘Vendor Payment’ or ‘Reimbursement’. 3. Select the number of expenses that you will record on the form. The default option is 1-5. Click
 the ‘1-20’ button if you are recording more than five expenses. 4. Input the name of payee, the address the check will be mailed and the last four digits of the SSN
 for individuals or vendor’s tax payer identification number. 5. For the Amount Requested, input the dollar amounts in the box to your right. The form will auto
 generate the written amount. Always double-check the amount requested. 6. Check requests must have a properly written description, and all original invoices and receipts
 must be attached. Write a detailed description that describes the purpose of the disbursement. Also attach W9 for vendors.
 Recording Expenses (the default view for recording expenses is selecting the Account and Expense/Project by Name)
 7. Select Account Name and the corresponding account number the account will auto populate. 8. Select Expense Name, choose what you think is most appropriate based on the invoices/receipts
 and description of disbursement. 9. Record all expenses. Do not combine expenses that are not related to the same account. 10. Select the option to Remit Payment. Typical selections are ‘Payee at above address’ or ‘Hold for
 pick up,’ which will require the requester to handle/deliver the check to payee. 11. In the Requested By field put the contact information of the person completing the form; your
 name. Original signature required. 12. In the Authorized Signatures put the contact information of the requestor’s direct supervisor
 and head of department or school. Original signatures required. 13. Submit the completed form to the Controller’s Office for processing.
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 Travel and Expense Processing Summary Download the original form here: http://www.baruch.cuny.edu/adminfin/NewYorkStateTravelInformation.htm
 http://www.baruch.cuny.edu/adminfin/NewYorkStateTravelInformation.htm
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 Traveler Instructions How to become a "Traveler" in Baruch College's System.
 First Time Travelers
 1. Claim your CUNYfirst account. 2. Complete and submit the CUNYfirst Travel and Expense User Access Request Form to the
 college's Travel & Expense Administrator (ext.6550 / Box D-511). 3. Complete and submit SFS Vendor ID Request Worksheet to Accounts Payable (Box D-509). 4. NYS Travel Cards can be issued to frequent travelers. Consult your divisional business manager
 for more information. 5. Familiarize yourself with the Baruch College Expenditure Policy & Guidelines and Travel &
 Expense Processing Summary. 6. Learn how to create a Travel Authorization and Travel Expense Report in CUNYfirst.
 Previous and Current Travelers
 1. Reconfirm your SFS Vendor ID status. Changes to your role at the college can sometimes change your SFS Vendor ID status. Please contact Accounts Payable (ext.6578) to verify that your SFS Vendor ID status is current.
 2. Familiarize yourself with the Baruch College Expenditure Policy & Guidelines and Travel & Expense Processing Summary.
 3. Refresh your understanding of how to create a Travel Authorization and Travel Expense Report in CUNYfirst.
 http://www.baruch.cuny.edu/cunyfirst/claimyouraccount.html
 http://www.baruch.cuny.edu/adminfin/documents/TravelExpense_Security_Access_Form_08.21.17.pdf
 http://www.baruch.cuny.edu/adminfin/documents/SFSVendorIDRequestWorksheet.pdf
 http://www.baruch.cuny.edu/adminfin/documents/Expenditure_Policy.pdf
 http://www.baruch.cuny.edu/adminfin/documents/Expenditure_Guidelines.pdf
 http://www.baruch.cuny.edu/adminfin/documents/TravelandExpenseProcessingSummary.pdf
 http://www.baruch.cuny.edu/adminfin/documents/TravelandExpenseProcessingSummary.pdf
 http://www.baruch.cuny.edu/adminfin/documents/TravelandExpenseProcessingSummary.pdf
 http://www.cuny.edu/about/administration/offices/CIS/CUNYfirst/training/administrativestaff/financials/Create-Travel-Authorization.pdf
 http://www.cuny.edu/about/administration/offices/CIS/CUNYfirst/training/administrativestaff/financials/Create-Expense-Report.pdf
 http://www.baruch.cuny.edu/adminfin/documents/Expenditure_Policy.pdf
 http://www.baruch.cuny.edu/adminfin/documents/Expenditure_Guidelines.pdf
 http://www.baruch.cuny.edu/adminfin/documents/TravelandExpenseProcessingSummary.pdf
 http://www.baruch.cuny.edu/adminfin/documents/TravelandExpenseProcessingSummary.pdf
 http://www.baruch.cuny.edu/adminfin/documents/TravelandExpenseProcessingSummary.pdf
 http://www.cuny.edu/about/administration/offices/CIS/CUNYfirst/training/administrativestaff/financials/Create-Travel-Authorization.pdf
 http://www.cuny.edu/about/administration/offices/CIS/CUNYfirst/training/administrativestaff/financials/Create-Expense-Report.pdf
 http://www.cuny.edu/about/administration/offices/CIS/CUNYfirst/training/administrativestaff/financials/Create-Expense-Report.pdf
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