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PROCEDURE: 

 

I. University Fund Controller Responsibilities 

 

A. Any employee or department that seeks payment or reimbursement from an affiliated organization 

should request payment on the forms developed by the affiliated organization. Any request for 

payment or reimbursement must be accompanied by appropriate documentation and approved in 

writing by the department head or director of the department.  

 

B. To ensure good internal controls, each department head or director will be responsible to review all 

requests for payment or reimbursement and related documentation to assure that it meets the 

requirements of this policy before approval. Upon approval, documentation may be forwarded to the 

affiliated organization to be retained by it. 

 

C. A director or department head may not approve his or her own requests for payment or reimbursement. 

Such requests will be approved by the department head's or director's immediate supervisor.   

 

II. Affiliated Organization’s Responsibilities 

 

A. Before disbursement, the affiliated organization will review all requests to verify that the request is 

consistent with the intent of the donor and that funds are available. 

 

 

 


