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PURPOSE

1.01  The following procedures have been established by the Director, Oklahoma Cooperative Extension Service.  Utilization of these procedures will insure accounting in a systematic manner for all income and all disbursements of funds made by the Oklahoma Cooperative Extension Service Centers.

The following funds are covered by these regulations
2.01  All funds received and/or disbursed by Extension staff, both professional and clerical, due to their employment status with the Oklahoma Cooperative Extension Service Center.
2.02  All funds received and/or disbursed by Extension staff, both professional and clerical, and identified with or made because of a program conducted by or through an Oklahoma Cooperative Extension Service Center.

2.03  These will include, but not be limited to, the following:

a.
Income and expenditure for soils, water, forage and plant testing services.

b.
Income and expenditure for all 4-H funds received or handled by Extension staff.

c.
Income from sale of University publications, to include all publications sold by or through the Oklahoma Cooperative Extension Service Center.

2.04.  Exceptions must be requested in writing by the County Extension Director and the District Director, with approval granted by the Director, Oklahoma Cooperative Extension Service or the Director, DASNR Fiscal Affairs.

Authority


3.01  These procedures are established pursuant to the authority contained in Article VI, Section 31 and 31a of the Oklahoma Constitution and the court cases in implementation thereof, as well as the authority in Title 70, Oklahoma Statutes.
Definitions
4.01  Agency Funds:  Funds received and disbursed by Oklahoma Cooperative Extension Service Centers shall be known as Agency Funds.  These funds are either

a.
Restricted - funds derived from donations to and/or incomes earned by 4-H activities and grants under $2,500 from private sources that are expendable only for purposes designated by the outside agency or person; or

b.
Unrestricted - over which Cooperative Extension has complete control and which may be expended for any authorized purpose within the approved budget.

GENERAL POLICY STATEMENT

5.01  Maintenance  Category:  The Agency Funds will have  a maintenance category for the purpose of handling the income and expenditures for maintenance and any ‘in and out’ activity as authorized in the approved  budget.  This category will be entitled "Maintenance Category, " and may be subdivided into program areas, if desired.  The County/District Extension Director is authorized to expend any available amount in the maintenance category(s) in accordance with the approved budget, subject to the limit of cash which is available in the account.

5.02  Operation of Soils, Water, Forage and Plant Services:  The County Extension Director is authorized to accept soil, water, forage and plant samples for testing and to make charges for such services.  One or more categories will be established within the Agency Fund to account for all income and expenditures related to testing services.

a.
The County Extension Director is authorized to incur all normal expenses associated with the operations of these programs and to pay for the same from income generated by this program.  Any residual balances generated by these programs and not required for current operation expenses of the program must be transferred to the Maintenance Category and may be used for any authorized purpose within the approved budget.

5.03  The Sale of Publications:  The County Extension Director is authorized to establish a category in the Agency Fund for the purpose of accounting for the sale of publications. The publication category may be subdivided into program areas, if desired and will be known as the "Publications Category ".  At the end of each fiscal year, the County Extension Centers will be billed for 75% of the price marked on publications.  The publications bill must be paid in full and any excess monies may be transferred to the Maintenance Category.

5.04  4-H Programs:  The County/District Extension Director is authorized to establish one or more restricted categories to record the financial activity of the 4-H clubs.  Such accounts will be restricted to receiving and disbursing funds derived from donations to and/or incomes earned by 4-H activities.  These funds may only be disbursed for any approved 4-H activity.

5.05  Non-Credit Educational Program (Workshop, Shortcourse, Class or Event):  The County/District Extension Director is authorized to establish a category for each Cooperative Extension Service Non-Credit Educational Program (Workshop, Shortcourse, Class or Event).  The Extension Administrative Handbook, Chapter 3 and OMB Circular A-110, Attachment D allow fees to be charged to cover the incidental costs of conducting the educational program.
a.
Establishing the fee:  To determine the appropriate fee, make a list of all incidental expenses that are associated with the event.  Some of these expenses, but not all of them will be paid through the agency funds bank account.  After estimating the incidental costs for conducting the program, estimate the number of paying participants.  To determine the fee per person, divide the estimated expenses by the estimated number of paying participants and round up to the nearest dollar.  Because not all costs associated with the event will necessarily be paid from the agency account, the event’s category in the agency account may show an excess of income over expenses after receiving all registration fees and paying all bills for the event.  After all the income has been received and all expenses paid, the excess may be transferred to the Maintenance Category and used for any authorized purpose within the approved budget.
b.
Possible Incidental Expenses:  A list of possible incidental expenses follows.  However, this is not an all-inclusive list.
1. Publications, curriculum and resource materials

2. Printing, duplicating and/or copying costs

3. OSU promotional materials
4. Demonstration materials

5. Audio-visual equipment rental

6. Meeting room rental costs

7. Travel reimbursements (Caution:  Travel must not be paid directly to OSU or state employees.  See travel disbursement restrictions in Procedures 6.06.e.)

8. Meals and/or refreshments

9. Postage

10. Long distance telephone charges

11. Wages for temporary help or payments (honorarium) to independent contractors.  See Procedures 6.06.c.  Caution:  You must complete the forms ‘Determination of Independent Contractor Status’ and ‘The Twenty Factor Test’ prior to making payment to an individual.  These forms were designed by Oklahoma State University in accordance with the Internal Revenue Service guidelines to differentiate between an independent contractor and an employee.  To qualify as an independent contractor, the responses to all questions on page 1 must be ‘No’ and the majority of the responses to the ’20 Factor Test’ must be (B).  If the individual isn’t an independent contractor, then he/she is an employee.

a.  Wages must not be paid directly to individuals from the agency account.  However, the funds plus 10% for benefits, may be remitted to OSU for payment to the individual.  See Procedures 6.06.c.1.

b.  Payments (honorarium) to independent contractors may be made from the agency account to the individual for amounts up to $400 during a calendar year.  See Procedure 6.06.c.2.

c.  Proposed Budget and Actual Report:  Exhibit B may be used to plan for and document non-credit educational programs.

Procedures

6.01  Bank Account:  The County Extension Director or the District Director will select a local bank to handle the Agency Funds.  The County/District Director will establish one bank account, for which he/she is the only authorized signer, which will be used for all income and disbursements by the Oklahoma Cooperative Extension Service Center.  The account will be carried as follows: OSU Extension Center, _________ County/District Agency Fund.

6.02  Recordkeeping:  Quicken( computer software is used to record, on a daily basis, every transaction involving the receipt and disbursement of funds.  A separate category shall be established for each specific program.  The category will reflect the current balance in the agency fund for the specific program at all times.

6.03  Change Fund:  In order to have funds available to make change to clients, the County Extension Director may request a nominal change fund.  Written requests are sent to the District Extension Director.  See Exhibit C for the ‘Request for Change Fund’ form.  Upon receipt of the ‘Request for Change Fund’ signed by the County Extension Director and approved by the District Director a check payable to the ___________ County Extension Center will be issued.  This check must be cashed and the change fund will be on-hand in the County Extension office at all times for the purpose of making change to clients.  The fund is not to be used to make purchases for the County Extension Center.  The change fund and all receipts until they are deposited must be kept in a secured place in the County Extension Center.  The County Extension Director is personally responsible for the change fund which will be subject to routine audit.

6.04  Receipt of Funds:  Upon receipt of funds by the Oklahoma Cooperative Extension Service Center, the following procedure must be observed.  An official OSU receipt, which is prepared in duplicate, must be issued for all funds at the time of their receipt except for publications costing less than $1.00.  Each receipt will show the date, the name of the person or organization tendering payment, the amount received, the identification of the program or purpose for which the funds were received, and must be signed by the person receiving payment.  The receipt must be issued to the person remitting the funds.  A memo may be made on the receipt if the funds were paid on behalf of someone else.  The receipt should list if the funds received were cash or check.  If a check was received, list the check number.  The original receipt is given to the individual remitting the funds.  The carbon copies of the receipts remain in the receipt book and must not be detached.  The original and the copy of voided receipts must remain in the receipt book.  Funds received for publications costing less than $1.00 must be receipted in total on a daily basis.  The receipt will read "Received from Various Individuals”.  The original copy of this receipt may be discarded.

6.05  Deposits of Funds:  State Law, Statute 62 Okl. St. Ann. § 7.1, requires that all funds received must be deposited within 5 business days of their receipt or by the next business day when cumulative un-deposited funds reach $100.  This is statutory and is current law.  The County Extension Director is responsible for making this deposit but may also designate another person to make the deposit.  If possible, this should be someone other than the person receiving the funds and preparing the deposit.  Deposits must be posted in Quicken(.  The deposit register must list the name and receipt number and category, and must be reviewed and signed or initialed by the County Extension Director.
6.06  Disbursements:  All disbursements will be made using an official Oklahoma State University Extension Center pre-numbered check which has been signed by the County Extension Director after he/she has reviewed the supporting documentation.  Documentation must be an itemized invoice or itemized original receipt showing date of purchase and item purchased.  Statements are not adequate documentation.  The appropriate support for expenditures when an invoice is not received is the document which gives the County Extension Director the authorization and directions to make the payments.  For examples, fair premium payments would be documented with the premium list which was prepared by the fair board.

a. Refunds:  Payment for refunds must be supported with a written request for the refund or written explanation as to the reason for the refund and must also reference the deposit on which the original funds were received.  Additional documentation is a copy of the payment receipt.
b. Reimbursements:  Individuals may be reimbursed for expenses incurred on behalf of the agency account provided that 1) there is a reason to make the purchase in this manner 2) the County/District Extension Director has given prior approval for the individual to make such purchases and 3) the itemized vendor receipts are submitted by the individual requesting reimbursement.  However, reimbursements to Extension personnel for travel may not be made directly.  See 6.06 e (2) for travel involving the Agency account.
c. Payments to Individuals—Wages and Payments (honorarium) to Independent Contractors:  The forms ‘Determination of Independent Contractor Status’ (versus Employee status) and ‘The Twenty Factor Test’ must be completed prior to making a payment to an individual.  See Exhibit D.  These forms were designed by Oklahoma State University in accordance with the Internal Revenue Service guidelines to differentiate between an independent contractor and an employee.  To qualify as an independent contractor, the responses to all questions on page 1 must be ‘No’ and majority of the responses to the ’20 Factor Test’ must be (B).  If the individual isn’t an independent contractor, then he/she is an employee.
1.  Wages:  In the cases where it is determined that the individual does not meet the requirements for independent contractor status, then wages must be paid.  Wages may not be paid directly to the individual from the agency account.  However, the funds to pay the wages plus 10% for the associated benefits (matching social security, medicare, workers compensation, unemployment) may be paid to OSU who will in turn pay the individual.  Submit payroll sign-up forms to the DASNR Personnel Office.  A check from the agency account, for the wages plus 10%, payable to Oklahoma State University, must accompany the payroll sign-up forms.

2.  Honorarium Payments:  In cases where it is determined that independent contractor status exists, payment(s) may be made from the agency account to the individual for amounts up to $600 during a calendar year.  Whenever more that $600 is due to an individual independent contractor or it is expected that more than $600 will be owed, in total, to an individual during a calendar year, the funds must be paid to OSU along with the following: 1) a completed ‘Determination of Independent Contractor Status’ and ‘The Twenty Factor Test’ and 2) purchase request to pay the individual and 3) an agency check, for the amount of the honorarium, made payable to Oklahoma State University.

d. Services Provided by Businesses:  Invoices from businesses may be paid from the agency account.  The independent contractor guidelines would apply to the payment of invoices from sole proprietors.
e. Travel Requests & Reimbursements:  
(1) Volunteers and Non-State Employees - Reimbursements:  

Disbursements to volunteers and other non-state employees for mileage may be made in accordance with state regulations or a written policy (that does not exceed state regulations) established by the appropriate group, i.e. 4-H Leaders.  The documentation for travel must include a) travel points, from and to, b) map mileage and vicinity mileage c) mileage rate and amount due and d) amount paid.  The reimbursement can be for a lesser amount than the calculated mileage rate (such as the amount of the gasoline receipt), however the calculated mileage documentation of the trip is still required.
(2) Extension Personnel – Requests:

Agency funds may be used for professional development in the following amount(s):

· $500 per fiscal year for CED.  Amounts > $500 need District Director Approval.
· $1,500 per fiscal year for non-CED.  Amounts > $1,500 need District Director Approval.
Also see Secretarial Guide for further detail of policy.
(3) Extension Personnel - Reimbursements:

Professional Development related travel for Extension personnel is permitted through the Agency account only by remitting an Agency check payable to OSU and the individual filing and in-state or out-of-state travel voucher.  The travel voucher and Agency check should be remitted to the District office where it will be reviewed and forwarded to campus for further processing.  The Agency disbursement should be assigned to the appropriate Quicken® category, i.e. the category whose purpose corresponds with the professional development activity being funded.  The following transactions from the agency account are strictly prohibited:
  *Disbursements from the Agency account directly to Extension personnel for travel expenses.
  *Disbursements from the Agency account directly paying for registration fees in advance of the conference.


-Note: if conference will accept a P.O., contact the Extension Finance office for further instruction.

  *Disbursements from the Agency account directly paying for employee travel (lodging or any other travel expense).

-Note: Non-employee lodging paid directly from Agency account can NOT include sales, tourist, or any other taxes. 
f. Disbursement File:  A file will be established to support all disbursements from Agency Funds.  Canceled checks, if returned by the bank, will be attached to supporting documentation.  Documentation will be filed in check number order.  The  following must be written on the documentation:  1) Check number, 2) Date Paid, 3) Category 4) Memo or description regarding payment and 5) Educational purpose.  All disbursements must be recorded daily in the Quicken( computer file.

6.07  Monthly Reconciliation of Account:  Upon receipt of the monthly bank statement, the County/District Extension Director will be responsible for effecting a reconciliation between the bank statement, and the checkbook.  This reconciliation should be done by someone other than the person who maintains the checkbook.  A Quicken( bank reconciliation report will be printed, showing the previous and ending bank balance, cleared balance, uncleared checks and deposits, and register ending balance.  At the same time, a category summary report, which categorizes the register ending balance, must be printed.  These reports must be reviewed and signed or initialed by the County Extension Director, and be filed with the District Extension Office, before the tenth working day after the bank statement date.  One copy of this report must be sent to the District Director, and one copy must be retained by the County Extension Director.

6.08  Outstanding Checks:  Checks which remain outstanding for more then one (1) year are considered unclaimed property.  After one year, unclaimed checks for less than $50.00 should be VOIDED.    Unclaimed checks for more than $50.00 should be remitted to the Oklahoma Tax Commission, Unclaimed Property Section.  Contact the Oklahoma Tax Commission for the necessary forms before submitting payment.

6.09  Periodic Audit and Review:  District Directors are responsible for conducting a periodic review of accounts with the County Extension Director.  The Extension Finance Office will conduct periodic audits and reviews of all financial activities in the Oklahoma Cooperative Extension Service Centers and  submit a report to the Director, Oklahoma Cooperative Extension Service and the Internal Audit Office of Oklahoma State University.  The County/District Extension Director must respond in writing regarding all recommendations in the audit report.
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