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Procure-to-Pay Office Hours
February 26, 2026
Summary Notes
Procurement
· Monetary Gifts: Honorariums vs Service Agreements
· Distinction between the Honorariums and Service agreements- Honorariums are a Thank You Gift for someone who benefits the university, and Service Agreements are used for someone who is expecting payment in exchange for performance/services/tasks. 
· It is crucial to following proper procedures to avoid unauthorized purchases and tax implications. 
· Honorariums are gifts for non-academic appointees up to $2,500, while service agreements are for compensation over $2,500 or when there's an expectation of payment for services. 
· Please allow for a 4-6 week lead time for processing, for many factors and processes (Independent Contractor review, new vendor setup, service agreement review, honorarium processing) that must be done sequentially
· Annual Purchase Order or Annual Service Agreements
· Annual PO or Service Agreements are for ongoing, regular, and repeatable work/goods/services done throughout the year. Pricing is set from the onset with a quote or price sheet for goods and services. 
· This is different than a regular PO or Service Agreements, which are for
· Limited duration (i.e. 3-months)
· Single time engagements
· Nonstandard goods or services purchases
· Unique needs 
· One-time purchases for 12-months of access (i.e. software or digital licensing, or publications)
· Common departments with Annual PO’s: Facilities & Maintenance, Dining, Fleet/Transportation
· Upcoming Deadlines
· May 1 2026 – last day to submit ServiceNow Non-Catalog Purchasing Requisitions for Annual PO/Service Agreements
· June 1 2026 – Last day for Annual PO/Service Agreements to be entered into Oracle 
· July 1 2026 – Procurement will manually issue all new FY26-27 Annual PO/Service Agreements
· Food services on Campus – Hospitality must be given first opportunity for all events held on campus. Only if Hospitality has denied the request for food for your event can you use an alternate approved Drop & Go Provider. Review the approved Drop & Go List. Hospitality offers both full service catering, serving and setup, and  drop off food without preparation, and everything in-between. 

AP	
· Fiscal Year End deadlines
· Final day to submit service requests to AP is Friday June 12th 
· Final day to submit invoices is Friday June 19th
Travel 
· No updates; available for questions
· If you wish for 1:1 clarification or travel support when completing Concur or SNOW tickets, please complete the Travel & Expense Audit Inquiry ticket to receive assistance from the team. 
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