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Promotional Expenses

Along with its role and mission of providing higher education for the
state of Idaho, U of | serves as a center for social and cultural
activities and events. The university, its officers and its faculty are
often called upon to sponsor, support or participate in various
business functions and events. These functions and events, referred
to as "official business or social functions,” can take many forms,
including business meetings, public relations and others. While the
expenditure of university funds for such purposes is necessary and
appropriate while serving the best interests of the community and
students, it is important to note that U of | is a steward of the public
trust, as it relates to public funds. The guiding principle should be
that expenditures are for the good of the university, represent a valid
business purpose and are necessary. Expenditures of this nature will
be reimbursed by the university only when such activities are directly
related to the objectives and mission of the university and are
properly reviewed and approved.

U of | Co-Sponsoring of Non-University
Events

The university considers the sponsorship as an acceptable use of

university funds. A representative from U of | must act as a primary
contact for the event.

- Funding Type: Local or gift funds
= Approval: Dean or VP approval level

« Payment Method: Reimbursement to employee or direct
payment to vendor. Services require a signed Service Contract
through Purchasing Services included on the Claim Voucher
form.
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Promotional Expenses

MovingExperses Welcome to PaymentWorks

PaymentWorks 1

Purchasing Card +

Travel Services + University of Idaho is now utilizing PaymentWorks supplier platform. New and existing suppliers will be
Forms and Documents required to register and create a profile via the new system.

Links « To get started, suppliers must receive a PaymentWorks registration invite from a U of | employee in
HowTo + order to register and create a profile.

Accounts Payable FAQ
« Next, the supplier must complete the registration. Which will be validated by PaymentWorks and

Asset Accounting + Uofl.

Business Systems + + Once the registration is completed and processed by U of |, you will be able to proceed with

oot b goods/services. In the future, if your business information changes please update your profile. For
ouncil of Uldaho

Businese Officers (CUIZ0) more information regarding changes please refer to the Supplier Resources link below.

Finance Information

e Use the links below for step-by-step guides and for more resources.
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