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John Griffin, Chief Financial Officer

Title:
Procedure for adding new vendors to the Vendor Master File

Statement

This procedure is established to address the addition of new vendors to the Vendor Master File for The University Corporation, (TUC).  Due to the nature of the various business operations performed by TUC, there will be two sections to this procedure.  The first section will pertain to new vendors for the sponsored programs operation of TUC.  The second section will pertain to all other operations of TUC.  

Purpose

To provide The University Corporation with a procedure for adding new vendors to the Vendor Master File for all business operations.

Procedure

A.  Sponsored Programs

Due to the nature of sponsored programs Accounts Payable personnel will not utilize a new vendor add form.  Accounts Payable personnel will input new vendor information as received from either the Principal Investigator or from the Sponsored Programs Department.  There are several mitigating controls that verify the authenticity of a new vendor for sponsored programs.  These are listed below:

1. A Principal Investigator controls every sponsored program/grant.  The Principal Investigators have signing authority over every expense that is charged to their respective sponsored program.  

2. All requests for payments for new vendors have to go through the Sponsored Programs Department for budget validation and expense verification.  All questionable items are referred back to the Principal Investigator.

3. All Principal Investigators receive a monthly detailed expenditure report showing all expenses that are charged to their accounts.

4. Every sponsored program is subject to audit by the granting agency or institution.

B.  All other Business Operations

1. Food Service personnel determine the need to add a new vendor.

2. Department managers will complete a new vendor information sheet.  The respective division director will approve this new vendor information sheet.

3. The new vendor information sheet is forwarded to the Accounts Payable Department for input.

4. Accounts Payable personnel check the vendor list in Peoplesoft to be sure the vendor doesn’t already exist. If it is not currently in the vendor list then the clerk will add the new vendor to the system.  

      5.  Changes to the vendor master (addresses, names, typographical errors, etc.) are e-
mailed to the Accounting Manager and entered into the Peoplesoft vendor record 
by the Accounting Manager. 

Attachment 1 is a copy of the New Vendor Information Sheet
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