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ALCOHOL 
Reimbursement/payment for 
alcohol is limited to the 
following 3 instances only: 

1. Business functions involving 
non-employees of the University 

Allowed When: 
Hosting a donor or guest speaker
Collaborating with an external
visitor 

Not Allowed For: 
A college or student reception
A retirement function 

2. Recruiting Meals 

For those involved in the decision 
making process 

3. Conference accounts when 
consumed by conference attendees
and when reimbursement is made by
participants or sponsors of the
conference 

Alcohol must be charged to a Non-
General Fund account and must use 
object code 6474 

Consumption of alcohol on campus
must comply with the Board of
Trustees Ordinance 21.00 Alcoholic 
Beverages 

See Section 45 of the Manual of Business Procedures 
for additional details 

NEED MORE HELP? 
Contact Accounting at 517.355.5000 

or at accounting@ctlr.msu.edu 

http://ctlr.msu.edu 



   

 

  

               

 

         

        

             

   

         

         

    

       

     

    

 

          

        

           

      

        

   

  

     

           

         

          

               

P L A N N I N G A 

R E T I R E M E N T F U N C T I O N ? 

Who's Eligibl ? 

Any  mploy   who r tir s or 

t rminat s from th  Univ rsity 

with 15 y ars or mor  of s rvic . 

Dir ctors, chairp rsons or high r who ar  

st pping down from th ir administrativ  

positions and ar   ith r r maining with 

or l aving th  Univ rsity. 

R f r to S ction45 of th  Manual of 

Busin ss Proc dur s. 

Nam  of r tir   

Numb r of y ars of s rvic  

Estimat d numb r of p opl  in 

att ndanc  at r tir m nt function 

Total  v nt  xp ns  amount 

Contact Accounting at 517.355.5000 

or at accounting@ctlr.msu. du 

http://ctlr.msu. du 

How Much Can W  Sp nd? 

N  d Mor  Information? 

Docum ntation N  d d? 

N  d Mor  H lp? 

$17 p r p rson plus gratuity/s rvic  f  . 

$17 function  xp ns s includ ; 

food, room r ntal, d corations, cak ,  tc. 

Alcohol may not b  charg d to Univ rsity funds. 
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Four simple steps to get it right! 

ONE 

Use a BA Budget Reallocation e-doc 

TWO 

THREE 

Use an IB Internal Billing e-doc with 

FOUR 

Transfer of Funds Document 

Final option for all other scenarios use a DI 

Distribution of Income and Expense 

Are both General Fund accounts? 

Is the account that MSU is sponsoring an Agency 

account (begins with an A)? 

Can the accounts be processed with a transfer? 

*see this table for allowable transfer transactions* 

Use a TF Transfer of Funds e-doc 

NEED MORE H ELP? (517) 355-5000 

Income (object code 4xxx) to the Agency account 

Expense (object code 6xxx) to a MSU account 

Distribute expenses that have already 

posted 

YES 

YES 

YES 

Which e-doc do I use? 

SPONSORSHIP 
PROCESSING 

http://ctlr.msu.edu/download/accounting/FinancialSys/TransferofFundsDocument.pdf
http://ctlr.msu.edu/default.aspx


 
 
   

      

    

           

    

   

                   

     

       

                   

     

       

            

      

                 

     

               

     

                    

             

                           

                             

                         

        

       

 

           

           

                       

     

QUICK
VENDOR 
REFERENCE GUIDE 

S P E C I A L  P A Y M E N T  ( S P )  V E N D O R S 

Which typ  of v ndor do you n  d? 

D I S B U R S E M E N T  V O U C H E R  ( D V )  V E N D O R S 

E M P L O Y E E S 

V E N D O R  C R E A T I O N  S T E P S 

Us d for th  purchas  of goods or s rvic s wh r  no 

PO is r quir d. 

R quir s a Tax ID. 

A W-9 must b  attach d for busin ss  ntiti s and is 

sugg st d for individuals. 

Contact Accounting for for ign v ndors. 

All  mploy  s ar  automatically  nt r d via a 

f  d from HR. 

No chang s may b  mad  to  mploy   data via 

th  financial syst m. 

Can b  us d wh n proc ssing a DV paym nt. 

Cr at d by Purchasing. 

At th  Main M nu scr  n und r “Lookup and Maint nanc ”, s l ct V ndor 

to go to th  V ndor Lookup scr  n. 

Us  th  Nam  or US Tax Numb r fi ld to s   if th  v ndor curr ntly  xists. 

If y s, proc  d to th  DV and initiat  paym nt to th  v ndor. If no, s l ct 

cr at  n w in th  upp r right corn r of th  V ndor Lookup scr  n and 

compl t  th  V ndor  -doc. 

Us d for non- mploy   r imburs m nts, or 

R funds, or 

R s arch participant paym nts ($150 or l ss). 

Do s not r quir  a Tax ID. 

Will n  d to d activat  SP V ndor if a DV V ndor is n  d d. 

P U R C H A S E  O R D E R  ( P O )  V E N D O R S 

N E E D M O R E H E L P ? ( 5 1 7 ) 3 5 5 -5 0 0 0 
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