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October 6, 2008
I am pleased to present a guide to the Controller’s Office services.  The Controller’s Office has an extensive website under http://www.wellesley.edu/Controller/index.html where you will find details of policies and procedures for conducting business with the Controller’s Office.  Our offices are located in Green Hall, Room 139 and 150.  The Controller’s Office has responsibility over the following areas:

· Accounts Payable

· Travel

· Payroll

· General Accounting

· Cashier

· Endowment & Restricted Gifts Accounting

· Sponsored Research

This guide is meant to provide you with an overview of our policies and services with links to the website for more detailed information.  These links are meant to help you navigate through all of the information at the Controller’s Office website.  Please check back to the website frequently as policies may change over time.  Updates to the website are made monthly.  Please use this link to sign up for the Controller’s Office email list where you will receive emails about policy changes, website updates, and monthly closings. 

http://www.wellesley.edu/Controller/maillistemail.html
I hope that you find this guide useful.  Please feel free to contact me or anyone in the Controller’s Office staff if you should have any questions, comments, or suggestions for improvement.

Sincerely,

Donna Ng

Associate Vice President for Finance
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	Name 
	Title 
	Phone # 
	Email address 

	Brown, Juanita 
	Payroll Manager 
	(781)283-2797
	jbrown1@wellesley.edu 

	
Coppi, Bethann
	Associate Controller Disbursements, Financial Systems and Budget Operations
	
(781)283-2913
	
bcoppi@wellesley.edu

	Falvey, Lynn Ann 
	Accounting Specialist 
	(781)283-2488
	lfalvey@wellesley.edu 

	Gerenz, Eileen
	Associate Controller for Accounting Services
	(781)283-2247
	egerenz@wellesley.edu

	Jeha, Constance 
	Payroll Specialist 
	(781)283-2248
	cjeha@wellesley.edu 

	
Kaufman, Lisa 
	Senior Cashiering Specialist

Student Payroll
	
(781)283-2265

(781)283-2727
	
lkaufman@wellesley.edu 

	Kimball, Paul 
	Endowment Accountant 
	(781)283-2249
	pkimball@wellesley.edu 

	Koulalis, Dorothy 
	Accounts Payable Manager 
	(781)283-2469
	dkoulalis@wellesley.edu 

	Ng, Donna
	Associate Vice President for Finance
	(781)283-2258
	dng2@wellesley.edu

	Sullivan, James 
	Associate Controller for Sponsored Research 
	(781)283-2250
	jsulliva@wellesley.edu 

	
White, David   
	Senior Accounts Payable Specialist/Accountant  
	
(781)283-2718
	
dwhite@wellesley.edu  


FOR EMPLOYEES

A. Types of Employees

At the College, employees are classified into three different pay types or cycles.  These pay types or cycles are:

1. Exempt or monthly

2. Non-exempt or weekly

3. Student

Upon hire, you should be aware of which payroll cycle you are paid on.

Faculty and professional administrative staff are considered exempt and paid on a monthly basis.  The paycheck dates are typically the second to last business day of the month.  Administrative support and union staff are considered non-exempt and paid on a weekly basis every Friday.  Students working for the College are paid bi-weekly.
B. Reporting Time

Exempt employees:

Faculty and professional administrative staff do not have to report hours worked.  However, professional administrative staff should submit exception hours taken on a monthly basis via the Banner web for employees system.  Exception hours are defined as benefit hours such as vacation, sick, jury duty or bereavement.  Holidays are automatically taken based upon the holiday schedule defined in the system.  In order to process your pay each month on time, you will need to submit your exception hours by the deadline date which is typically 5 business days before the paycheck date.  Please see the following links for:

1. Exempt payroll deadline and paycheck dates:


http://www.wellesley.edu/Controller/payrollcalendexempt.html
2. Policy for exempt employees:

http://www.wellesley.edu/Controller/payrollpoliciesexempt.html
3. Instructions on how to submit time:
http://www.wellesley.edu/Controller/payrollwebtimeexempt.html
Non-exempt employees:

Administrative support staff and union employees have to report all hours via the Banner web for employees system.  An exception to this policy would be employees working for food service.  Food service employees should speak with their supervisor about procedures for reporting time.  Timesheets must be submitted and approved by your supervisor each week by the deadline which is typically every Monday at noon.  Please see the following links for:

1. Non-exempt payroll deadline and paycheck dates:

http://www.wellesley.edu/Controller/payrollcalendnonexempt.html
2. Policy for non-exempt employees:

http://www.wellesley.edu/Controller/payrollpoliciesnonexempt.html
3. Instructions on how to submit time:
http://www.wellesley.edu/Controller/payrollwebtimenonexempt.html
Student employees:

Students who are employees of the College have to report hours worked via the Banner web for employees system.  Timesheets must be submitted for approval by your supervisor by the deadline date which is typically two business days after the pay period end date.  It is your responsibility to ensure that your timesheet has been approved by your supervisor.  After you have submitted your time, you should log back onto your timesheet on the web before the due date to view the status of your timesheet to ensure that it has been approved.  Please see the following links for:

1. Student payroll deadline and paycheck dates:

http://www.wellesley.edu/Controller/payrollcalendstudent.html
2. Policy for student employees:

http://www.wellesley.edu/Controller/payrollpoliciesstudent.html
3. Instructions on how to submit time:
http://www.wellesley.edu/Controller/payrollwebtimestudent.html
For all administrative and union employees, the payroll office can send an email to you with a reminder of your timesheet deadlines.  Please sign up for this reminder at http://www.wellesley.edu/Controller/pyrlemail.html
C. Income Taxes

The College withholds and remits income taxes in accordance with Federal and State guidelines.  Income tax withholdings are calculated by the Banner payroll system based upon the information you provide on the W-4.  Please use this link to see further information about income taxes:

http://www.wellesley.edu/Controller/payrollpoliciestaxes.html
On an annual basis, a W2 will be sent to your mailing address.  Please make sure that the College has your correct social security number and mailing address.

D. Direct Deposit

Direct Deposit is mandatory for student employees. All other employees are encouraged to get direct deposit for their paychecks.  Direct deposit forms may be found at http://www.wellesley.edu/Controller/DirectDepositForm.doc.  Please note that it takes 2 to 3 paychecks before the actual direct deposit goes into effect.  
E. Pay Check Replacement

A pay check may only be replaced after 5 business days have lapsed from the check date to allow time for delays due to mail delivery including interoffice delivery.  Replacing a check is costly. The bank charges the College a fee every time a stop payment is made on a missing or outdated check. Therefore, we will need to charge you a fee for requests to replace your pay check if the date of the request is after 30 days from the original check date. This fee will be deducted directly from your replacement check.   Detail policy on check replacements may be found at http://www.wellesley.edu/Controller/payrollpoliciesreplchk.html. 

F. View Payroll Information

You may view certain payroll information on the Banner Web for Employees.  Simply log onto the system using the instructions above for entering in your time.  Click on Employee Services, Pay Information to view your direct deposit breakdown, earnings and deduction history and pay stubs.  You could also view your leave (vacation, sick and personal) balances by clicking on Time Off Current Balances and History.

In addition, you can verify the accuracy of your address by clicking on Personal Information instead of Employee Services when you log onto the system.

G. Travel Reimbursement

Before traveling on business, please review the College’s policy on travel under the Purchasing Office’s website at http://www.wellesley.edu/Purchasing/Travel_Page/Travel_Page.html
An IRS accountable plan is used to reimburse its employees for travel expenses incurred in the course of College business. By using this method, the College meets the IRS definition of an accountable plan and therefore, reimbursements do not have to be reported as income to the employee. 

Under an accountable plan, reimbursable expenses need to meet the following requirements:

· Travelers must provide a statement substantiating the amount, time, use and business purpose of expenses within a reasonable time (not to exceed 60 days) after the expenses are incurred.
· Employees must return any advance amounts in excess of substantiated expenses within fifteen days after the completion of the trip. 

All travel reimbursement must be approved by an authorized individual other than the traveler and include original receipts for all expenditures over $15

Please see  http://www.wellesley.edu/Controller/Travelpolgeneral.html for more details on the reimbursement policy for travel.  It is important that you understand these requirements prior to your travel so that you may get the appropriate documentation during your travel.  In addition, the College will also provide you with an advance if you incur any expenses like airfare and hotel deposits prior to travel.  The travel advance policy may be found at http://www.wellesley.edu/Controller/travelpolicyadvances.html
H. Expense Reimbursement

The College encourages all expenses to be billed directly by the vendors.  For office supplies, please use the College’s preferred vendor Office Max.  However, if you require reimbursement for a College expense, please see the policy for expense reimbursements at http://www.wellesley.edu/Controller/appolicyexpreimb.html
Please pay special attention to the fact that the College is tax-exempt and therefore will not reimburse sales taxes over $5.00.  The expense reimbursement policy does not apply to paying individuals for services.

I. Employee Travel and Expense Reimbursement Direct Deposit 

We encourage all employees to get direct deposit for their travel and expense reimbursements.  Direct deposit forms may be found at http://www.wellesley.edu/Controller/appolicyddempl.html. 

J. American Express and Purchasing Cards

Depending upon your position and responsibilities at the College, you may be eligible to receive an American Express and/or Purchasing Card.  Please see your supervisor or contact the Purchasing department.
FOR SUPERVISORS

A. Approving timesheets

As a supervisor, you are responsible for approving your employees’ timesheets before the payroll deadline dates.  Please make sure you know which pay cycle your employees are paid on and the deadline dates for each pay cycle.  Please use these links for the deadlines as follows:

Monthly
http://www.wellesley.edu/Controller/payrollcalendexempt.html
Weekly
http://www.wellesley.edu/Controller/payrollcalendnonexempt.html
Student
http://www.wellesley.edu/Controller/payrollcalendstudent.html
The approval of timesheets is completed through the Banner web for employees.  Instructions on how to approve the timesheets may be found at http://www.wellesley.edu/Controller/payrollwebtimesuper.html.

We understand that you may not always be available to approve your employee’s timesheets.  To address this, the system allows you to define a proxy.  A proxy is an individual who will be permitted to approve timesheets in your absence.  Instructions on how to add a proxy may be found at http://www.wellesley.edu/Controller/payrollwebtimeproxy.html.
B. Special pay amounts

Requests for additional pay amounts like stipends for your employees must be approved as follows:

1. Human Resources – administrative staff

2. Office of the Dean of the College – faculty

3. Student Employment – student

Please contact the above departments before committing to any additional pay amounts.  When making these requests, please make sure that you use the proper FOAPAL. (see section under Banner Access and Budget Viewing for FOAPAL description)

FOR GENERAL BANNER USERS

A. Banner Access and Budget Viewing

The College uses SCT Banner as the main financial system.  This system is used to keep track of budgets and all transactions of the College.  As a part of your job, you may be required to view certain financial data.  In order to obtain access to this information, you will need to follow the instructions found at http://www.wellesley.edu/Controller/genfinaccess.html.

The Banner system allows users to view budget to actual transactions.  Details on how to view this information in Banner may be found at http://www.wellesley.edu/Budget/banner/banner.html
The chart of accounts within the Banner system uses the acronym FOAPAL.  A FOAPAL is an acronym for the accounting coding for entry into Banner. This is also referred to as the budget number. The budget number consists of five components: Fund, Organization, Account, Program, and Activity (The L in FOAPAL stands for Location. This coding is not used at the College).

Description of FOAPAL pieces:

Fund – A five-character code that identifies a self balancing set of accounts and identifies ownership and restriction. This code is required input in Banner for all accounting transactions. 10000 is the code for the general unrestricted fund.

Organization – A four-character code that identifies a unit of budgetary responsibility and/or department. This code is a required input in Banner for revenue and expense transactions.

Account – A four-character code that identifies objects, such as the general ledger (assets, liabilities and fund balances) and the operating ledger (income and expense) transactions. This code is required input in Banner for all accounting transactions. Revenues have an account sequence 5XXX. Payroll and fringe benefit expenses have an account sequence 6XXX. Other expenses have an account sequence of 7XXX.

Program – A three-digit code that identifies a function and enables the college to establish a method of classifying transactions across organizations. This code is a required input in Banner for revenue and expense transactions.  Each organization number has a default program code associated with it.

Activity – An optional six-character code that can be used to further define an expenditure or source of revenue. This code must be set up in Banner by the Budget Office prior to use. As this is an optional code, transactions with an invalid activity code will be posted without it. 

Please see http://www.wellesley.edu/Controller/genchartaccounts.html for more information about FOAPALS.   Please keep in mind that all payroll accounts have a format of 6XXX.   A list of commonly used accounts may be found under http://www.wellesley.edu/Controller/Account%20List.doc. 
B. Financial Closings

The College closes its books on a monthly basis.  Details of the monthly closings may be found at http://www.wellesley.edu/Controller/generalmonthclose.html.  In addition to the monthly closings, the College does an intensive review at year end to prepare for the external auditors.  Details of the year end closings may be found at http://www.wellesley.edu/Controller/generalyearclose.html.  
C. Miscellaneous Receipts

Your department may be receiving cash or checks for a variety of reasons.  Please see the policy on miscellaneous cash receipts at http://www.wellesley.edu/Controller/cashierpolcashreceipts.html for important information on internal controls and how to process these receipts.  All donor gift receipts must be processed through the Resources office.

D. Types of Funds

The College receives many different sources of revenue and separates them in the financial system with funds.  The main fund of the College is fund #10000 Operating.  The College receives many generous gifts from donors.  If your department receives gifts, please refer to http://www.wellesley.edu/Controller/endowgifts.html for a full description of different gift types.  

There are two main types of gifts; endowed and spendable.  An endowed gift is usually given to the College with the intent that it provides a permanent support to the College.  Please see http://www.wellesley.edu/Controller/endowendow.html for details on the policy for endowed gifts.  A spendable gift is usually given to the College where its use is specified by the donor.  Please see http://www.wellesley.edu/Controller/endowspendgift.html for details on the policy for spendable gifts.

The College has many sponsored research arrangements.  Within the Controller’s website, there is a specific section dedicated to sponsored research under http://www.wellesley.edu/Controller/sponsprog.html.  
FOR AUTHORIZED BUDGET SIGNERS

In addition to information for general Banner users, the following applies to individuals who are authorized to approve expenses and journal entries for a certain department.
A. Authorized Signers

An authorized signer is an individual who has been granted authority to approve expenditures against a budget.  Therefore, this individual may approve invoices, check requests, journal entries, and expense reports against a particular budget.  Authority to sign is given by the financial manager of the org or department.  The authorized signer list is updated annually by the Controller’s Office.  Please see http://www.wellesley.edu/Controller/apauthsignpolicy.html for details on policy for authorized signatures.  Please make sure that you include the code “I” for all users responsible for submitting budgets.

B. Expenses

If you are incurring expenses for College business, it is important that you understand the College’s purchasing policy.  Please see the Purchasing Office’s purchasing policy under http://www.wellesley.edu/Purchasing/index.html.  In particular, please pay attention to purchase order requirements for certain purchases over $10,000.  Failure to comply with this policy will result in delays in payment to vendors.

The Controller’s Office processes requests for payment to vendors.  In general, invoices must have the Controller’s Office standard stamp or label with the correct check box marked for processing.   Please allow 7 to 10 business days for processing.  There are many different forms of expenses.  The following is a brief description with a link for more detailed information:

1. Invoices – vendor submits invoice for payments.  http://www.wellesley.edu/Controller/appolicyinvpmt.html
2. No invoice – no vendor invoice available.  Complete check request.  http://www.wellesley.edu/Controller/appolicynoinvpmt.html
3. Services – payment of individual for services.  Please see the policy before committing to payment to ensure proper classification of independent contractor.  http://www.wellesley.edu/Controller/appolicyindservice.html
4. Non resident aliens – payment of services to a non resident alien.  Please see this important policy before committing payment.  http://www.wellesley.edu/Controller/appolicynra.html
Vendor invoices and other requests for payments are typically paid using a check with terms net 30 days unless different terms are approved by the Controller.  If you require a rush check, please see http://www.wellesley.edu/Controller/appolicyrushpmt.html  for policy.  If you require a wire payment or a foreign draft, there will be an additional fee charged to your department. Please see http://www.wellesley.edu/Controller/appolicywirepmt.html for policy on wire payments and http://www.wellesley.edu/Controller/appolicyfordrft.html for policy on foreign drafts.

The College has certain expenses that qualify as a capital asset for accounting purposes.  In general, capital assets are either a single piece of equipment or furnishing with a cost greater than $5,000 or a construction project with a cost greater than $50,000.  To see if any of your expenses fall into the capital asset category, please see http://www.wellesley.edu/Controller/PlantPolicy.doc for details of this policy.

C. Journal Entries

Journal entries are used to transfer or adjust charges and credits posted from one FOAPAL to another.  They are submitted electronically and must be properly approved by an authorized signer.  Please see http://www.wellesley.edu/Controller/genpolicyjournal.html for details of this policy.  For detailed instructions on how to complete a journal entry, please see http://www.wellesley.edu/Controller/JEProcedure.xls. 

FOR FINANCE MANAGER WITH BUDGET RESPONSIBILITY

A. Year End Closing

As the finance manager with final budget responsibility for your org or department, you should pay close attention to the year end closing process.  Prior to year end, the Controller’s Office will send out a closing memo outlining specific deadlines for closing out the year.  It is important that you review this memo and adhere to the deadlines so that the expenses for your org may be closed out properly and be on budget.  Please see http://www.wellesley.edu/Controller/generalyearclose.html for details of year end closing.

It is important to note the policy on budget review under http://www.wellesley.edu/Controller/genyrendbudget.html.  Finance managers are responsible for ensuring that their budget is not overspent.  Review of the budgets are critical for year end but should be done on a regular basis to ensure that expenses are in line with budget.
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