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Purpose:  To provide guidance concerning the creation and update to vendor accounts used in certain types of transactions involving enrolled students.
Source
:



Policy Owner: 
Financial Services/Controller’s Office

Applicability:   For use by DO Business Services and RIO fiscal staff (when requesting Third Part Vendor refunds.)
Overview:
Some transactions involving enrolled students will originate in the District Office.  Processing guidelines for those transactions follow:
1. LMS Refunds:  Debtors sometimes overpay a debt that was recorded in LMS, and a refund is required.  Debtors in LMS can be students, employees, or citizens.  

a. Student Financial Services will make a request to Purchasing to set up a vendor for these refunds.  

b. This is a non-taxable transaction so no W-9 is required

c. Students frequently have an existing vendor account in CFS when an LMS debt exists.  This guideline applies to set-up for employees and non-student citizens with LMS debts.
i. New vendor records for non-students or non-employees will be set up as vendor-type records

ii. When necessary, employees and students will be set up as employee-type or student-type vendors as appropriate

d. Purchasing should note “LMS Refund” in the Tax Reporting Name field

2. Third Party Vendors:  The existing Legacy process will be followed until completion of Phase II SIS implementation: 
a. General Accounting will request vendor set-up if necessary    
b. RIO staff will request vendor account set-up through General Accounting
c. This is a non-taxable transaction so no W-9 is required

d. Purchasing should note “Third Party Vendor” in Tax Reporting Name field.
3. Address/Name changes:  For certain types of transactions, including stale-dated checks, a recipient will contact the District directly and provide updated address information.  The District Office needs to void and reissue these checks in CFS.  
a. Requests to Purchasing for vendor record setup will come from the following:

i. Treasury will request updates to employee-type vendor accounts
ii. SFS will request updates to student-type vendor accounts
1. SFS will send e-mail to Campus staff to notify of address change so that SIS student record can be updated
iii. AP will request updates to supplier-type vendor accounts
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