RESPONSIBILITY FOR & AUTHORIZATION OF EXPENDITURES


Responsibility for authorization of expenditures against trust accounts lies with the Account Holder (principle signing authority) who must be an eligible member of the University’s academic or support staff. Normally, only one account holder may be named.  The account holder may, in turn, delegate signing authority to others by completing a “Signing Authority Delegation” form.  
This form only establishes the alternate signing authorities, and does not grant online access to view and approve transactions on the University of Calgary's online systems.  
Online access to view the Financial Systems is automatically given to the financial officers of The University Calgary.  The trustholder can obtain online view/approval access and can authorize other University of Calgary staff viewing or approval access to their trust accounts by completing the Security Access Request or by contacting Systems & Training, Financial Services at systrain@ucalgary.ca.  This assumes the staff is already established as a University of Calgary mainframe system user and if not, please contact the Information Technology Administration Help Desk first at admhelp@ucalgary.ca.

All accounts are subject to audit either internal and/or by the granting agencies.  Audits are performed to ensure compliance with the rules and regulations of the granting agency as well as the policies and procedures of The University of Calgary.

In general, research and other trust accounts should not incur over-expenditures, i.e. expenditure commitments in excess of the funding received and/or confirmed as receivable.  However, the researcher may apply for approval of over-expenditures on the appropriate form (must be requested from Research and Trust Services.  A researcher is allowed a maximum of $50,000 in all combined accounts subject to the rules and regulations of the Approval of Overcommitments Policy – details at: http://www.fp.ucalgary.ca/financial/research_trust/overcom_index.htm 
PROCESSING EXPENSES


All purchases, travel or expense claims are to be processed using the e-Procurement system or the Expense Claim Modules in PeopleSoft. Please note that it is important to use the correct “Fund” with appropriate “Account Codes” to process expenses. All sponsored research can be categorized under Fund 60, while restricted or trust funds are categorized under Fund 70. A “chartstring” is utilized to process expenses: 

Example:
Fund – DeptId – Account Code – Project – Activity -Description
60-12345-63020-RT701234-00000-Microscope purchase 

  

