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Financial Services	Financial Desk Reference
Financial Accounting & Reporting


												October 2026

The following information has been assembled in one place to introduce those new to financial duties at the university to their responsibilities. It will also help others to refresh their understanding of university processes. Most information included herein is addressed more completely in documents posted on the Financial Services web site at finserve.byu.edu please bookmark this site for future use. 
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Campus finance business partners and others who have financial duties come in all shapes, sizes, genders, assignments and locations. Some have accounting degrees, some are CPAs. Some are administrative assistants with other responsibilities, and some are administrators in their own right. But each one has something in common with the other campus finance business partners e.g., responsibility for aspects of financial transactions and/or stewardship over certain university assets. Each one has an important role relative to the financial well-being of his/her organizational unit, and each one needs to accomplish many of the following aspects of a finance business partner’s job:

· Being aware of and assuring compliance with applicable laws, regulations and university financial policies.
· Safeguarding university assets.
· Being alert to possible policy violations, misuse or loss of resources and reporting such observations to an appropriate university office.
· Receiving cash for approved transactions and assuring that the cash is promptly accounted for, safeguarded and deposited with Treasury Services in a timely manner.
· Expending or otherwise managing expenditures of university funds for authorized purposes as properly approved by appropriate university personnel.
· Serving as the area expert in financial matters and assisting unit managers in making sound financial decisions.
· Staying current on the reporting tools available to the campus financial community.
· Being aware of and meeting deadlines on recurring reporting and compliance requirements.

With these assignments in mind, the following list of topics and related questions have been developed by Financial Services.  They are designed to help people with financial duties to review the areas which they control and learn the financial aspects of the finance business partner’s job for which they are responsible. This is not intended to be a comprehensive checklist, and there is no assurance that successfully answering these questions is a guarantee that all that needs to be done is being done. Rather, it is a tool to assist in recognizing the importance of what the business partner does and should trigger additional questions and awareness of other areas which need to be managed with internal controls in mind. Unit business partners are invited to share their experiences, questions, concerns and observations with the Assistant Administration Vice President, Finance (Alan Moose, 422-4057) or the Director of Financial Accounting & Reporting (John Leatherwood, 422-7785) for assistance.

We anticipate there will be additions to these questions which might be helpful to others around the campus and encourage you to help identify areas which have been missed in this document.



[bookmark: _General_Questions]
General Questions

1. Financial Services web page - Does the department use the Financial Services web page? https://finserve.byu.edu/ Most materials helpful to controllership are found under the Financial Management menu item. For a finance business partner or employee assigned with financial responsibilities, the Financial Services web page will be extremely valuable. It contains information and links to pertinent data that affect your job. Most of the topics covered in this Desk Reference and many important issues are found there. Please bookmark it for future reference.
[image: cid:image001.png@01D5AC2A.5943FF10]


2. Training – Does the department/college encourage training to increase skill in using university systems and following procedures? Online training is available through the Training LMS, accessible through myBYU in the Employment section (or in Workday). Bi-monthly Finance Operations Group Meetings provide valuable education in processes and procedures for all with financial duties. Monthly Finance Business Partner Council Meetings provide collaboration opportunities for college/division finance business partners who in turn share information with finance operations groups and financial assistants.

3. CFO/Controllership – On the menu list pictured above, this web page provides many business partner education documents and resources. They include this desk reference, access to the minutes of prior meetings where accounting policy and procedure matters are discussed, and important contacts, including the University Accountants assigned to support specific colleges and divisions.  

4. University Policies/Procedures – Is the department familiar with university policies and procedures maintained by the Office of General Counsel? They are found by logging into myBYU at the BYU homepage and clicking on University Policies/Procedures under the Work heading. Please bookmark it for future reference.
5. Financial Statements - Is the department reviewing emailed monthly financial statements from Financial Services? Are there problems or coding errors with the statements? If yes, contact the appropriate Financial Services representative for help with this account. See the Contact link under Financial Management.

6. Accounts Receivable - Does the department bill customers or students or otherwise maintain any accounts receivable? If yes, check with Brian Blum at 132S ECCB, 422-4023. University policy states that departments generally are not to maintain their own accounts receivable.

7. Products and Supplies Inventory - Does the department have any resalable merchandise inventory or publications inventory whose value exceeds $50,000? If yes, determine if the inventory is recorded as an asset on the general ledger in account 1300. Verify the existence and reasonableness of the stated inventory amounts. Inventory should be valued at the lower of cost or market. Review the adequacy of controls to safeguard the inventory. Determine that an annual physical inventory is taken and reconciled to the general ledger. Questions about inventory can be directed to your University Accountant.

8. Externally Sponsored Research - Does the department have any external sponsored research agreements or research projects? If yes, questions should be directed to David Morris at 108 ECCB, 422-7548.

9. Departmental Receipts and Deposits - Does the department receive any gifts of cash, checks, securities, or gifts-in-kind? If yes, are these being delivered to Philanthropies, LDSP, 800-525-8074 for processing? Departments should not deposit donations of cash or checks directly into a campus account.

10. Procurement Tools - Are department personnel responsible to purchase goods or services familiar with procurement tool procedures? Several systems and tools are used to procure supplies and services, including: 
a. Campus Cards (for campus vendors)
b. Purchasing Cards (for off campus and online vendors)
c. Workday (purchases from vendor catalogues and purchase requisitions where a buyer’s assistance is needed)
d. Workday Miscellaneous Payments (for student awards, prizes, refunds, royalties, research subjects, etc.)
e. Petty Cash, etc.

A complete listing of procurement tools and rules is found at Financial Services web page, Financial Management, Payments Paying for Goods and Services

11. International Guest Payments - Does the department hire non-U.S. citizens or bring in non-U.S. citizens as guest lecturers or for other reasons? Do any of these visitors receive payments, stipends, honoraria or expense reimbursements? If yes, contact the International Office for assistance and Paul Larsen at 142S ECCB ASB, 422-6630.

12. Taxable Sales - Does the department sell or advertise goods or services to the general public which may require the collection and reporting of sales tax? If yes, contact Paul Larsen at 142S ECCB, 422-6630.

13. Personnel Changes - Have there been any recent changes in the department with persons authorized to initiate financial transactions? If yes, did the departing person(s) return keys, cell phones, access devices, and other equipment, return or cancel personal or department Purchasing Cards or Campus Cards etc.? Has computer login ability been canceled? Have the worktag manager and spend approver roles been updated for all worktags or cost centers to which they were assigned?

14. Personal Use - Does the department have a procedure to account for the personal use and reimbursement of copies, miscellaneous supplies, etc, including church assignment-related expenditures? If yes, are controls adequate to ensure compliance by employees? If no, review the following policies in University Policies/Procedures under Cash and Cash Equivalents. Establish an appropriate procedure.


[bookmark: _Ethical_Responsibility]Ethical Responsibility

	The funds Brigham Young University receives from the Church appropriation, students for tuition, housing, dining, etc., donors, and research granting organizations are sacred. The use and accountability for these financial resources are an important part of our stewardship. 

Equally important are the resources of our and other team members’ time and energy. As we combine these resources in a consecrated effort “to assist individuals in their quest for perfection and eternal life”, we will join in the journey to Become BYU, the Christ-Centered, Prophetically Directed University of Prophecy. 

As employees responsible for the management of university resources, should use the university’s economic resources wisely and recognize that many constituent parties have a vested interest therein. These interested parties include our church sponsor, donors, governmental agencies, employees and their families, students, our local communities, etc… Specifically, this responsibility means that we will:

· [bookmark: _Make_business_decisions_in_the_best_in][bookmark: _Keep_functional_mangers_(those_respons]Make business decisions in the best interest of the university and based on principles of integrity and that we will avoid actual or apparent conflicts of interest;
· Keep functional managers (those responsible for overall unit operations) informed regarding financial matters;
· [bookmark: _Provide_financial_information_to_manag]Provide financial information to management, colleagues and auditors that is current, complete and accurate;
· [bookmark: _Provide_for_the_responsible_use_of_and]Provide for the responsible use of and internal control over university resources;
· [bookmark: _Comply_with_applicable_laws_and_regula]Comply with applicable laws and regulations related to university financial issues and assets;
· [bookmark: _Respect_the_confidentiality_of_informa][bookmark: _Prevent_the_misleading_of_auditors,_wh]Respect the confidentiality of information acquired during the course of work;
· Prevent the misleading of auditors, whether internal or external, and assure that audit-related documents are not altered, falsified, or improperly destroyed;
· Report suspected fraudulent activity or wrongdoing according to the university Fraud Policy to the Office of Integrity and Compliance, or to the Assistant Administration Vice President, Finance. 


[bookmark: _General_Ledger_Transactions]General Ledger Transactions

1. If you have questions about how financial transactions are received and processed, general information about the structure and use of the accounting system may be reviewed at finserve.byu.edu. See the Journal Entry Guidance page located under Financial Management, Procedures, Accounting.
1. Journal Entries are posted in Workday in one of three ways:
1. Submitting the Excel-based Journal Entry Template. Useful for larger entries. Supporting detail for these entries should be attached after uploading to Workday. The template can be obtained from the Financial Services web page under the Forms section.
1. Using the Workday Task Create Journal to submit the entry directly. Useful for smaller entries with few lines. 
1. Many campus departments use sub-systems that transmit their entries electronically to Workday. In general, these are large software programs that control POS transactions, manufacturing, processing, project work orders, inventory, etc. The status of submitted entries can be monitored in Workday. 
1. All entries are validated against various processing rules prior to actually being posted to the general ledger. Errors are corrected by the submitter or campus controller with the help of Financial Services accountants if needed. 
1. Questions can be directed to the University Accountant assigned to your college/department, refer to https://finserve.byu.edu/university-accountant.  University Accountants can also assist in preparing entries. Supporting information should be provided by the requestor.


[bookmark: _Monthly_Budget/Expense_Summaries]Monthly Budget/Expense Summaries and Balance Sheets 

1. Are monthly reports from Financial Services being properly monitored? Identify who has access to review the budget and expense summaries or operating statements for the various units or departments and who reviews them for accuracy. Verify the following:
· The monthly statements are being reviewed and questions or requests for correction are being addressed by department accounting personnel.
· Changes to Worktag Manager and Spend Approver assignments are requested through a Workday case using the Workday Access – Assignable Roles case type.
· The department is not overspent in any budget category. Where necessary, budget adjustments can be requested. The electronic Budget Adjustment Form can be found on finserve.byu.edu under Financial Management, Forms, Budget.
Questions or concerns about over-expenditures or budget transfers can be directed to the Budget Office, Joel Christensen at 422-3693, 140 ECCB.

2. Certain Balance Sheet accounts should be monitored on a monthly basis, e.g., Inventory, Accrued Liabilities, Prepaid Expenses, Deferred Revenue, Department Receivables, etc. See the Balance Sheet Reconciliations guide located at finserve.byu.edu under Financial Management, Procedures, Accounting.
· Are monthly Balance Sheets being reviewed and questions or requests for correction being directed to Financial Services?
· Is there an adequate reconciliation procedure in place?


[bookmark: _Commitments][bookmark: _Hlk97203915]Commitments and Obligations

Typically, Commitments (also called Open Commitments) represent outstanding requisitions. Obligations occur when the requisition becomes a purchase order and the commitment from the requisition is removed. Committments are treated like actual expenses on the Budget/Expense Summaries in that they reduce Budget Available to spend. However, unlike actual expenses, commitments sometimes leave unused residual amounts on the financial statements after the encumbrance is reduced, and the actual expenditure is reported. If this occurs, contact Purchasing & Travel and request a correction. There are also specific responsibilities that you need to be aware of at year-end regarding commitments.

· Are commitments being reviewed monthly to determine whether or not they are still active?
· Do commitment balances reflect the appropriate charge to the right account?

Questions or concerns about commitments can be directed to ptbuyer@byu.edu or 801-422-3414.


[bookmark: _Capital_Equipment]Capital Equipment

1. Because the vast majority of capital equipment is purchased with Church, government, or donor funds, proper stewardship requires that these assets be appropriately used, safeguarded, and tracked. You should become familiar with the asset capitalization procedures found on finserve.byu.edu under Financial Management, Procedures, Accounting – Equipment heading.

1. Departments must conduct a full physical inventory of capital assets every year. In addition, the General Accounting Office conducts a full physical inventory of research capital equipment every two years, and an annual inventory of other capital equipment on a sample basis. A listing of equipment assigned to a particular unit can be obtained by running the BYU Asset Details report in Workday using all of your cost centers in the Coordinating Cost Center filter. Questions can be directed to Andrew Neil 422-9766 or Marshall Chamberlain 422-4436. Complete the following steps:
1. Physically identify the items and verify the inventory tag number, serial number, description etc., and agree to the university record. Notify the General Accounting Office of any discrepancies.
1. If older, unused or obsolete items are identified, consider the need of declaring them surplus and disposing of them. See the Retirement of Assets and Surplus Procedures located under Procedures, Accounting – Capital Assets.
1. If items are located off-campus, verify that the removal was authorized by examining a copy of the completed Off-Campus Equipment Request form located at finserve.byu.edu under Financial Management, Forms, Accounting – Capital Assets.
1. Verify that unlocated items declared surplus, obsolete or traded-in on new equipment are properly disposed of in Workday.
1. Items that are unlocated after a reasonable amount of time need to be declared lost or stolen with the General Accounting Office. Fill out the Lost or Stolen Form located at finserve.byu.edu under Forms, Accounting – Capital Assets.
1. If items are lost or stolen, determine appropriate action to strengthen controls over capital equipment assigned to the department.

1. Update location and custodian information for capital equipment that has been moved by contacting am@byu.edu and Andrew Neil at 422-9766 or Marshall Chamberlain at 422-4436.


[bookmark: _Products_and_Supplies]Products and Supplies Inventories

Products and supplies inventories represent products held for resale or supplies kept on hand and consumed during the normal operation of a university organization. When a product or supply inventory’s aggregate value exceeds $50,000, it shall be recorded in the financial accounting system’s general ledger in account 1300-Inventory. Product and supply inventories:

· Will typically be located in the same general physical location, though partial ownership may be recorded by multiple department cost centers.
· Will normally be consumed within one year.
· May sometimes warrant being recorded as an inventory asset at less than $50,000; Financial Accounting and Reporting personnel will provide counsel in these situations.
· A detailed, priced-out listing of the product or supply inventory items shall be printed as of December 31 and retained for the six years plus the current year.
· The general ledger balance of the inventory should be adjusted to agree to the priced-out listing, as adjusted for items that have been received into or removed from the inventory but not yet reflected in the general ledger balance.
· Inventories are valued at the lower cost, using the FIFO (first in, first out) method or market.
· Inventory values are reduced at the time of sale, not when the customer pays.

See finserve.byu.edu, Financial Management, Procedures, Accounting, Inventory of Products and Supplies for a more detailed description of the policies and procedures surrounding inventories.


[bookmark: _Club_and_Association][bookmark: _Club_and_AssociationAgency][bookmark: _Club_and_AssociationSunshine]Club and Association Accounts 

1. Do advisors, officers or other users of Academic-related Club and Association (club) accounts understand and follow university policy and procedures related to purchases? Club accounts are university funds that allow receipt of dues and limited sales activities to sustain club activity costs. Clubs or academic associations have affiliation with BYU which provides depository and disbursement services. Any payments for services (e.g. disc jockeys) to individuals could be subject to payroll tax regulations so it is important to obtain approval for payment of services in advance from Human Resources (see Engaging Independent Contractors).
2. Identify any club accounts in use by the department, the name of advisors.
· Make sure club officers and department personnel know how to utilize university procurement tools (purchasing cards, campus cards, to accomplish club purposes.
· Interview the advisor(s). Determine if they are informed regarding all financial matters of the organization. Evaluate the nature of the club and the funding. Provide periodic instruction in proper financial procedures to the advisor and those making purchases on behalf of the club.
· Does the account have a deficit balance? If so, determine how that is to be resolved.
· From a review of deposits, verify the following:
· A receipt is being issued to each individual from whom monies are received.
· Deposits are properly documented and deposited timely. (See Departmental Receipts and Deposits below).
· Does the club or association have a need to receive payments for dues or other activities through the internet? Treasury Services can assist them in establishing a website to accomplish that.

Agency Accounts (Sunshine funds) are not university funds but are accounted for at the university as a service to certain non-BYU associations, usually with a BYU faculty member serving as an officer. Questions or concerns regarding agency accounts should be directed to Connor Brown in Treasury Services, 132S ECCB, at 422-6534 or go to https://finserve.byu.edu/treasury/agency-accounts.


[bookmark: _Externally_Sponsored_Research]Externally Sponsored Research Agreements

Is externally sponsored research activity being conducted in the department? If yes, consider the following:
· All funding from external sources must be evaluated for appropriateness. Specific rules determine whether resources provided to the university will be classified as a gift or as sponsored research funding, especially if the provider expects information or other deliverable in return. The Research Administration Office will review and make that determination, not the professor. Questions about externally sponsored research can be directed to Debbie Silversmith, 117 SCOB, at 422-2970.
· All money from federal government sources must be set up and expended in an award (AW) with an associated grant (GR). These funds are subject to strict government requirements as well as audit and cannot be accounted for in "gift" or "donor" accounts.
· The Associate Academic Vice President for Research and Graduate Studies is the only person authorized to sign "research agreements" for the university with outside providers of funds. 
· Sponsored Research is subject to special rules and regulations. Financial questions should be directed to David Morris 108 ECCB 422-7548.


[bookmark: _Departmental_Receipts_and]Departmental Receipts and Deposits (Transact)

1. Does the department receive cash or checks? If yes, are deposits made at the University Cashier's Office, 2978A WSC, at least weekly or each day when funds collected exceed $50? Cash or checks should not be held over a weekend.
2. It is required that cash and checks be kept in a secure place pending deposit.
· Departments may not use funds collected to make cash purchases or cash personal checks.
· A receipt must be issued to each individual from whom a payment is received. In the case of personal use reimbursements, other documentation could be retained such as check copies or a departmental log which would identify the date money was received, from whom it was received, the purpose, amount and whether it was cash or check. The basic expectation is that documentation will support in detail the total deposit amount.
· When preparing a deposit slip, departments must balance cash collected against receipts issued (or other supporting documentation) and code the difference to RC4710 (other income).

· Copies of receipts or other supporting documentation must be retained by a department for the current year and the immediate past year.


[bookmark: _Electronic_Receipts_and]Electronic Receipts and Payments

Does your department receive funds via electronic transfers, wires, etc? If you anticipate a payment coming to BYU for your department, please call Treasury Services’ Brent Shutt (2-4878) with information regarding that payment so banking information can be provided to you to pass on to an entity sending the wire. This helps expedite the proper recording of incoming wires. Questions may also be directed to wires@byu.edu.
Does your department make payments via electronic transfers, wires, etc? Electronic payments are processed in Workday through a requisition and PO. Please go to Wire Transfers for more information. 

[bookmark: _Change_Funds]Change Funds

Change funds are small amounts of money kept on hand to “make change”. The funds are primarily used to facilitate small cash sales carried on by the department, e.g., selling products or renting equipment. For example, Outdoors Unlimited uses a change fund in selling and renting recreation equipment. The amount of the change fund stays the same from month to month while the net collected is deposited at the Department Deposit Window.

· Is the change fund authorized with Financial Services? (Note: often unauthorized change funds are created when money collected is inappropriately held back from deposit and used as a change fund.)
· The change fund should be kept in a secure place with access only by the custodian.
· A change fund should not be used for purchases, loans, wages or check cashing.
· The amount of the change fund should be sufficient to conduct a normal day's business.
· In order to maintain control, an unannounced count of the change fund should periodically be conducted. A reconciliation between the fund balance and its general ledger balance should be done regularly and an adjustment made if necessary. Resolve any differences with the fund custodian and supervisor.
· If the fund is unauthorized, it should be deposited at the Department Deposit Window  and credited to the department supplies account.
· Change fund instructions and applications can be found on finserve.byu.edu under Financial Management, Procedures, Treasury, Cash Funds.  Additional information can be obtained by contacting Steve Morley/Tammy Miner, 2978A WSC, 2-4701.


[bookmark: _Petty_Cash_Funds]Petty Cash Funds

Petty Cash Funds are used to make small departmental purchases. Unlike Change Funds, Petty Cash Fund balances decline as the money is used. Purchasing cards should normally be used to avoid the need for reimbursement to employees for departmental expenses. When needed however, employee reimbursements should be processed through Workday.

· Is the Petty Cash Fund authorized with Financial Services? (Note: As with unauthorized change funds, unauthorized petty cash funds also evolve from holding back money that should be deposited. While receipts for purchases are often retained, these represent transactions that are not recorded in university records. The fund is often replenished by other department collections. This practice is against university policy.) If the fund is unauthorized, it should be deposited at the Department Deposit Window and credited to the department supplies account.
· The fund should be kept in a secure location accessible only by the custodian.
· An authorized petty cash fund is to be used to make small emergency purchases and is not to be used for cashing checks, making loans, or paying wages.
· Petty cash funds are to be balanced monthly using the Petty Cash Reimbursement Form and sent to Tammy Miner in Treasury Services with all supporting receipts and documents. After these are reviewed, Tammy will coordinate with you to replenish the petty cash fund.
· Other monies (i.e. proceeds from copy machine use, change funds, departmental sales, reimbursements etc.) should not be commingled with the petty cash fund.
· Conduct an unannounced count of the fund and agree the balance to university records. Resolve any differences with the fund custodian and supervisor.
· Petty Cash Fund instructions and applications can be found on finserve.byu.edu under Financial Management, Procedures, Treasury, Cash Funds. Additional information can be obtained by contacting Steve Morley/Tammy Miner, 2978 WSC, 2-4701.


[bookmark: _Fast_Track_Payment][bookmark: _Travel_Authorization_and][bookmark: _Hlk44420118]Spend Authorization and Reimbursements 

Employees who desire to travel must receive approval to do so. After providing details of the intended travel through Workday, the employee’s supervisor will consider approval of the request. (Depending on which org structure you are part of it may be the employee’s supervisor, if they report to the Administration VP, or their cost center manager, for the rest of campus, who receives the approval request.) Approved travel may be paid for with a university-issued Travel Card or employees may pay for travel costs with personal funds and seek reimbursement through Workday. (Airfare is to be paid for by the Travel Office or with their approval, by the employee’s Travel Card or personal funds.) The Workday system can be accessed by logging onto myworkday.com/BYU and choosing the expenses hub or by going to the Purchasing & Travel website where other general information is also available. Please bookmark it for future reference. Questions to consider include:

· Are travelers complying with internal department requirements for the approval of travel before travel commitments are made?
· Do travelers have, and are they encouraged to use, the Corporate Travel Card?
· Are Corporate Travel Cardholders cautioned against the use of the card for personal expenditures (e.g. personal meals while claiming a per diem amount intended to cover meals and incidentals)?
· Are expenses reported immediately following the completion of travel?
· Are travel advances needed? Though strongly discouraged, in rare circumstances a travel advance can be requested through a travel pre-approval in Workday. Travel advances are approved by a member of the Expense Management team in Purchasing & Travel.


[bookmark: _Business_Reimbursements_(Y-Expense)]Business Reimbursements (Workday Expense Module)

Most small supply purchases should be made using a Purchasing Card. Where an emergency purchase has been made and an employee must be reimbursed for business expenses they incur, the Workday expense system should be used. Workday can be accessed at myworkday.com/BYU or by going to the Purchasing & Travel website where other general information is also available. Please bookmark it for future reference. Using Workday for business reimbursements requires that:

· Reimbursement requests are submitted timely, within 30 days of the transaction.
· Reimbursements are for business purposes only, not for the purchase of personal items.
· Original receipts must be imaged before the reimbursement can be approved.


[bookmark: _Purchasing_Cards_and]Purchasing Cards and Campus Cards 

Does anyone in the department have a BYU-issued Purchasing Card (for off-campus internet or store purchases), or BYU Campus Card (for purchases from on-campus vendors)? If yes, review the following:

· Verify that all transactions recorded through Workday are reviewed by the cardholder.

· The approver must be assured that the transaction is appropriate and properly recorded. For recurring transactions this may not require a review of the documentation. Other transactions will require a review of the imaged documentation to verify the nature and specifics of the transaction. Some transactions may require the approver to go beyond reviewing the imaged receipt to determine even greater information regarding the transaction.

[bookmark: _Convenience_Checks_(Y-Expense)][bookmark: _Accounts_Payable_Upload]
[bookmark: _Hourly_Payroll_(all]Hourly Payroll (all non-exempt staff, including students)

Are the procedures for hourly wage payments strong? "Non-exempt" employees are subject to the federal Fair Labor Standards Act. This law requires compliance with specific rules, including timekeeping, application of overtime, and rules regulating international students on work-visas, etc. Review the University’s Payroll Policy and Implementing Procedures. The following rules apply specifically to student employees.

· Students must be enrolled in school and be taking the right amounts of class credits to be eligible to work, except during the summer or their equivalent off school period.
· Undergraduate students can work on campus a maximum of 20 hours per week during fall and winter semesters.
· Graduate students can work up to 28 hours per week if all the work is related to their major field of study.
· Under federal law, international students (both undergraduate and graduate) may only work up to 20 hours per week during fall and winter semesters. However, HR recommends internation students only work 19.5 hours, to help ensure that they don’t go over 20 hours.  Working even one minute over 20 hours could cause them to have their visa terminated, lose their right to work status, and have to leave the country.
· For student employees using the Workday timekeeping system verify the following:
· Missing punches are being corrected.
· Hours are not being moved from one week to another.
· Questions regarding student employment can be directed to Human Resource Operations Center, 2024 WSC, at 422-3562. Questions regarding payroll documentation and processing can be referred to Payroll, D-55 ASB at 422-8186.


[bookmark: _Personnel_Changes]Personnel Changes

Negative financial ramifications can occur to the university if certain procedures are not followed at the time employees are terminated. Although not usually under the finance business partner’s area of responsibility, the finance business partner should be aware of these procedures and the impact non-compliance may have on the financial interests of the campus unit:
1. Does the employee have any university property, e.g., cell phone, computer, pager, uniforms, books, tools, vehicles, etc.?
2. Does the employee have access to university buildings or equipment, e.g., pass codes, keys, electronic cards, etc.?
3. Does the employee have access to computer files through passwords?
4. Does the employee have any university credit cards, e.g., Purchasing Card, Campus Card, Corporate Card?
5. Are there any receivables due from this employee, e.g., garnishments, tuition reimbursements, traffic or parking violations, etc?


The Benefits Office has created forms to assist in completing the steps necessary when terminating an employee. They can be found at hrs.byu.eduManagersEmployment Ending Employment.


[bookmark: _Hazardous_Chemicals_or]Hazardous Chemicals or Hazardous Waste

Inquire if there is any use of chemicals in the department. If yes, has the department contacted Environmental Health & Safety, BYU Risk Management Department for a review? Direct any questions or concerns about chemicals to Ed Corbett, Hazardous Materials Manager, 103 Chemical Management Building, at 422-6382.


[bookmark: _Long_Distance_Telephone]Long Distance Telephone Charges

Employees should not use university resources for personal long distance calls. Long distance charges are covered by OIT but international calls are charged to the department. Review international charges on the OIT bill to verify they are business related. 
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