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Get Help



We're here to help! ﬁ ) T
essage us on leams

| \ % Create a Help Ticket
Traci Hector




We're here to help!

TICKETING SYSTEM

KACE

*Create a Help Ticket Online
* https://sog-helpdesk.sog.unc.edu

*Create a Help Ticket via Email
°sog bod tickets@sog.unc.edu

*Ticketing System FAQ
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Downloads Quick Actions Announcements

My Computer No announcements available.

License K
icense Keys Have a problem? Helpful Links
Service Desk

Report it

Knowledge Base No links have been created.

Download History

Tickets
Number Please give us a short description of your problem Status
TICK:12717 add Cisco AnyConnect software to my computer Closed
TICK:12625 shared calendar problem Closed
TICK: 12547 BitLocker recovery Closed


https://sog-helpdesk.sog.unc.edu/
mailto:sog_bod_tickets@sog.unc.edu
https://www.sog.unc.edu/sites/www.sog.unc.edu/files/BOD%20Ticket%20System%20FAQ.pdf

Three Businesses, One School



THREE BUSINESSES, ONE SCHOOL

UNC School of Government School of Government Foundation, Inc. School of Government Services, Inc.
e Established in 1931 as the Institute of

Government, the School provides e Established in 1996 to help e Established in 2021, SOGS assists

educational, advisory, and research strengthen financial support for faculty and staff at the UNC School of

services for state and local faculty teaching and research, Government in carrying out its

governments. The School carries out statewide education programs, important mission: to improve the

its mission through three separate but student scholarships, staff lives of North Carolinians by engaging

related avenues: teaching, research development, and general operating in practical scholarship that helps

and writing, and advising. Each of needs. Funding for The School of public officials and citizens

these avenues is supported through a Government Foundation is provided understand and improve state and

unigue mix of funding. through gifts from private donors in local government. It is a non-profit
support of the School, as well as corporation and an official associated
membership dues paid by local entity of the School of Government at
governments in North Carolina. The University of North Carolina at

Chapel Hill. Funding for School of
Government Services, Inc. is provided
through course registration fees and
contracts for services.

University Associated Entities




Sponsored Projects
(OSP)

MPA Scholarships

Contracts with

Appropriations State Agencies Endowment

UNC SOG SOG Foundation,

i -
Courses
SOG Services, / Contract

Inc. Management

Philanthropy

Operations Support

Check the Programs Event Dashboard to find which business applies



https://tableau.unc.edu/#/site/sog/views/SOGEventsDashboard-Programsnewconnection/ProgramsSOGEventsDashboard?:iid=1

New Resource

PURCHASING REQUIREMENTS BY BUSINESS

Purchasing Requirements for SOG Businesses

SOG Services
CREDIT CARDS

SOG Founda

Fcard
(Provide receipt, chartfield string in BOA Warks)
T&E Card for business meals and professional dues
(Brovide receipt, chartfield string in Cancur]

Ramp Card
[Provide Receint and Cost Code in Bamp)

Beare
(Provide receipt, chartfield siring in BOA Works) ar

S0 Foundation Civic Card {Provide receipt and business
purpaze to Foundation Accountant)

INDEPENDENT CONTRACTORS

[(One-week
spezker lezs than
45,000

sSpeaker Chacklist
*W-3

#50G Sarvices Speaker Checklist
W9

sSpeaker Chacklist
*W-3

[Community
collaborator less

than $5 000

+Collaborstor Checklis
*W-3

#50G Sarvices Collaborztor Checklist
W9

+Collaborstor Checklise
*W-3

IC less than
510,000

*Employes/independent Contractor Determination
Checklist

+W-3

+Background check if working with students

*506 Services Contracted Service Authorization 2nd
Approval Farm

W3

Scope of Werk

“Employes/Incependent Coniractor Determination
Checklist

ow-a

+Background check if working with students
+Scape of Wark

IC greatar than
510,000

*Employes/independent Contractor Determination
Checklist

«W-3

+Customer Request for 2 Brand/Vendor Specific Waiver of
Competition

*Independent Contracter Service Agreement

#Seztement of Work

+Background check if working with students

506G Services Contracted Service Autharization and
Approval Farm

W8

sindependant Contractor Serices Agreement
*Scope of Work

*Employes/independent Contractor Determination
Checklist

«W-3

+Customer Request for 2 Brand/Vendor Specific Waiver of
Competition

*Independent Contracter Service Agreement

#Seztement of Work

+Background check i working with students

GOODS AND SERVICES

Goods or Services
Lesz than 55,000

»Invaice

+Vendor setup forms: W-9, HUB Form, & ACH

slnvoice

~W-g

*Imvoice
W3
«Approval from Foundation Treasurer »52,500

Goods or Services
betweeen $5,000
[and $25,000

+Ouate [Recommended: abtain pricing from mulsale
sources)

«Requisition and Purchase Order (PO)

+Vendar setup forms: W-9, HUB Form, & ACH

*invoice
“Wg
*Quots or sgreement signed by 506 Servicas Director

+Invaice
-3
+Quate or sgresment zigned by Foundation Director/Dean

Goods or Services

+3 quotes through official University RFQ, prepared by

i 25,000
[and $100,000

PBurchzsing 5 Waiver of Competition form
+Requisition and Purchase Orcer (PO)
+Vendar setup forms: W-3, HUB Form, & ACH

«lrvaice

g

*Quote or agreement signed by 506 Servicas Director
*Statement of Work (recommended)

+Invaice
o

+Quote or agresment signed by Foundation Director/Dean
+Stztement of Work [recommended]

Goods or Services
2xcaading
5100,000

+3 quotes thraugh oficial Unersity RFQ prepared by
Purchasing Services or Waiver of Competition farm
+Requisition and Purchase Order (PO)

+Detailed Statement of Wrk

+Vendar setup forms: W-9, HUS Form, & ACH
+Detailed Evaluation criteria

*lrvoice

W

*Quote or agreement signed by 506 Servicas Director
*Statement of Work

+Invaice

W

+Quate o agresment signed by Foundation Director/Dean
+Ststement of Wark

HOTEL AND CATERING AGREEMENTS

Hotel, Catering,
[and other

|Agreements

See reguirements for “Goods or Services” above

Sigred by S0G Servicaz Director

Signed by Foundation Dirsctar

TRAVEL

“Travel Bequest prior to travel for ovar might travelz
through Concur

« Direct travel expenses paid for with TEE card

+Expanse Report through Cancur, including per diem and
mileage reimbursement

*Documented Travel Approval from Supervisor
«Direct trave! enpenses paid for with Ramp Credit Card
Per diem and mileage reimbursement iszued through
Concur, travel request needed for avernight travel

+Documented Travel Appraval From Sopervizar
Direct travel expenses paid for with Civic Credit Union
Credit Card

+Par diem and milzage reimbursement issued through
Concur, travel request neeced for overnight travel



https://www.sog.unc.edu/sites/default/files/general_media/Purchasing%20Requirements%20by%20SOG%20Business.pdf

Microsite



General Process and
Expectations

* What you Can do: as soon as you know you
need to make a purchase, hire a speaker or other
contractor, or need a contract signed, let us know.
More notice is always better!

* What we will do:

*  We will review your request and let you know if any additional
information is needed

*  We will send you the appropriate forms or advise you of the
best purchasing method

* For contracts, we will negotiate terms and route for signature

*  We will keep you informed along the way until your request is
resolved




Everything you need!

HTTPS://WWW.SOG.UNC.EDU/RESOURCES/M

ICROSITES/OFFICE-BUSINESS-AND-FINANCE/

* Business Services

* Grants and Budgeting
* Human Resources

* SOG Services

UNC SCHOOL OF GOVERNMENT

NC SCHOOL OF
GOVERNMENT

lic Officials  Topics  Courses  Publications Blogs  Resources  Giving  Knapp Library

osites | Office of Business and Finance | Office of Business and Finance

MICROSITE

Office of Business and Finance

Overview Contributors Roles / Topics

Our Mission:

The Office of Business and Finance at the School of Government is dedicated to providing high quality
business, finance and human resources services to the School of Government community. Our
mission is to ensure the integrity, accountability, and efficiency of all business, finance, and HR
functions of the School. We do this by working collaboratively with the University and other state
agencies to provide accurate and timely services in a courteous, cooperative and cost-effective
manner.

Core Services Include:

Business Efforts: Accounts Payable, Accounts Receivable, Deposits, Processing of Independent
Contractors, and Travel

MPA Degree

TICKETING SYSTEM

Submit a Ticket

FAQ

BUSINESS SERVICES

Hotel Contracts
Catering Services

Independent Contractor:
Speakers

Order Supplies
Reimbursements

Goods or Services More |
Travel Expenses
MNon-UNC Employee Tray
Third Party Lodging
Cash Advance
Resources and Forms

FAQ

GRANTS AND BUDGET

Training & Advising Servi

Funding Types



https://www.sog.unc.edu/resources/microsites/office-business-and-finance/
https://www.sog.unc.edu/resources/microsites/office-business-and-finance/

NC SCHOOL OF
GOVERNMENT

lic Officials ~ Topics  Courses  Publications Blogs  Resources  Giving  Knapp Library ~ MPA Degree

Everything you need!

osites | Office of Business and Finance | Office of Business and Finance

HTTPS://WWW.SOG.UNC.EDU/RESOURCES/M e | | THEKETNE SHETE
ICROSITES/OFFICE-BUSINESS-AND-FINANCE/ 7’ | : Submit a Ticket

FAQ

° N ew pages : /‘;_- A e BUSINESS SERVICES
: @ Hotel Contracts
e AICOhOI Catering Services

Business Meals e - spenen concor

)
MICROSITE Order Supplies
e Cash Advances . . . |
Office of Business and Finance Rembursements
° Student Fu nding Goods or Services More |
QOverview Contributors Roles / Topics Travel Expenses
e FAQ Non-UNC Employee Tray
Our Mission: Third Party Lodging
* Feedback

The Office of Business and Finance at the School of Government is dedicated to providing high quality Cash Advance
business, finance and human resources services to the School of Government community. Our
mission is to ensure the integrity, accountability, and efficiency of all business, finance, and HR
functions of the School. We do this by working collaboratively with the University and other state FAQ
agencies to provide accurate and timely services in a courteous, cooperative and cost-effective

manner. GRANTS AND BUDGET

Resources and Forms

Core Services Include: Training & Advising Servi

Business Efforts: Accounts Payable, Accounts Receivable, Deposits, Processing of Independent Funding Types
Contractors, and Travel

UNC SCHOOL OF GOVERNMENT


https://www.sog.unc.edu/resources/microsites/office-business-and-finance/
https://www.sog.unc.edu/resources/microsites/office-business-and-finance/

Purchases over S5,000



Purchase Orders

* Purchases $5,000 or greater require
prior approval from campus via a
requisition and purchase order.

* Requirements depend on the purchase
amount:

e Between $5,000 and $25,000
* Between $25,000 and $100,000
* Greater than $100,000

* Let us know as soon as possible by
submitting a ticket!

UNC SCHOOL OF GOVERNMENT


https://www.sog.unc.edu/resources/microsites/office-business-and-finance/how-purchase-goods-or-services-will-cost-more-5000
https://www.sog.unc.edu/resources/microsites/office-business-and-finance/how-purchase-goods-or-services-will-cost-more-5000

Independent Contractors



Independent Contractors

Submit all contractor requests through
our online form before work starts

Contractor types
* Speakers
* Community Collaborators
* Consulting

Former/current UNC employees

Background checks

Reimbursing Expenses*

UNC SCHOOL OF GOVERNMENT



https://www.sog.unc.edu/webforms/independent-contractor

Alcohol and Business Meals Policy



Alcohol Policy and Procedure

* Alcohol Purchases * Procedure

* Must be funded by an allowable funding source * Complete the request form
- Must adhere to the policies and standards * Submit to the Business Office via the ticketing

detailed in the University Alcohol Policy. system

* May only be purchased from and distributed by a * We will coordina.te signatures and submission to
third-party vendor such as a professional caterer, the Provost’s office
bartender, or food & beverage establishment,
with proper licensing and liability insurance.
Includes events held both on-campus and off-
campus.

* Alcohol may not be purchased from a package
store, convenience store, grocery store, or other
vendors except for those detailed above.

UNC SCHOOL OF GOVERNMENT


https://policies.unc.edu/TDClient/2833/Portal/Shared/FileOpen?AttachmentID=0aa5eb64-cfff-47b8-80af-0e04f7b9b46c&ItemID=138011&ItemComponent=26&IsInline=0
https://policies.unc.edu/TDClient/2833/Portal/KB/ArticleDet?ID=132458

Business Meals

* Policy * Allowable payment methods

* Occur when hosting a group of individuals for a * SOG Credit card (look up which kind to use)
specific business purpose and the meal is

provided as a part of that business meeting.
* Funding for business meals is limited, and not all

* Invoice from vendor
* If greater than $5,000 a purchase order may be

required
fund sources may pay for business meals
* Business meals are not the same as personal ‘ ReqUirEd Documentation
meals while traveling * List of participants
"‘:. * Business purpose justification
* Receipts

UNC SCHOOL OF GOVERNMENT



Credit Cards



UPDATES

CREDIT CARDS

* One School — 4 Credit Cards!

&

L
=

UNC SCHOOL OF GOVERNMENT

P Card

(SOG
Services)

T&E Card

Civic Card




T&E Card

UNIVERSITY MANAGED

SOG Services
Card

SCHOOL OF GOVER

* Business meals, catering,
and entertainment
(including alcohol)

Business meals, catering,
and entertainment (no
alcohol)

* Conference registrations

Professional Membership Professional Membership
Dues Dues

Airfare

Conference registrations

e Advertising
Lodging
Parking

Rental vehicles and
ground transportation

» Gas for rental vehicles
* Uber and Lyft

» Wifi costs (if necessary
for conducting business)

Conference calls
Copying/framing/photo
Background checks
Inventory purchases
Newspaper, magazine,
online subscriptions
Postage/shipping
Rentals (no contracts)
Services from a vendor
State contract purchases
Supplies

P

Utilities BOA Works

SAP Concur

* Business Expenses for
Courses:

* Airfare

* Registration

* Baggage
Internet
Parking

Taxi/Rental Car, including
gas

* Lodging

* Meals and entertainment
for courses

e Supplies

» Postage/shipping

¢ Services from a vendor

* Printing

QB/Civic

SOG Foundation
Card




Ramp Credit Cards



What is Ramp?

| ' * Ramp is the Corporate Credit Card
ra m p /N Provider for SOG Services, Inc.
ST VISA * Ramp’s online platform is used to
manage cards, cardholders, and

for reconciling and reporting
credit card transactions




When can | use my Ramp Card?

THE CARD IS TO BE USED STRICTLY FOR SOG SERVICES BUSINESS. NO PERSONAL EXPENSES MAY
BE CHARGED TO THE CARD. SEE CREDIT CARD AGREEMENT FORM FOR MORE DETAILS

* Course Expenses * General School Expenses * Affiliated businesses:
* Check the Master Course * Purchases that carry * NCCCMA
List or Event Dashboard school-wide benefits, like « CUPSO
« Any purchases for courses supplies, IT subscriptions,
listed under “SOG etc can be made with a
Services” can be made Ramp Card

with a Ramp Card

* Travel by SOG Services
employees for courses

UNC SCHOOL OF GOVERNMENT



How to Access Your Account

HTTPS://APP.RAMP.COM/SIGN-IN

Racueest Cand

* Login with your SOG email My Ramp
address and password you
created at account set up

* Once logged in, you'll see
your Cards and any
transactions that require
your attention



https://app.ramp.com/sign-in

How to Reconcile Expenses

* You are required to add receipts to
your transactions within 10 days of
making a purchase.

* Your card will be auto-locked if a

purchase is not reconciled after 60
days.

e Upload a receipt, memo, and provide
the cost code, if applicable. We'll
take care of the rest!

UNC SCHOOL OF GOVERNMENT

After your transaction, you can send your receipts to Ramp in a few way:

Channel Receipts Memos
Text us at HIRAMP Text us - we will add the
SMS memo to the last ¢
(447-267) - we will match transaction
_ Forward to Add Temo: enter your
Email . memo" in the body of the
receipts@ramp.com .
email
Click into the transaction | Click into the transaction
Ramp.com or missing items section | or missing items section
and upload the receipt and add memo
Send your receipt to the
Ramp app on Slack Add a memo when Slack
Slack (Simple type /ramp, press | 2PP Prompts you to (after
enter, then attach a picture receipt has been
matched)

of your receipt to the next
message)




Travel



UNC Employees: Travel with your T&E Card and Concur

SAP Concur |

* Prior approval from supervisor is required via
Concur

* Book travel w/ T&E card, including lodging,
airfare, fees, rental cars, and registration fees

* Meals are reimbursed at the federal per diem
rate

* Mileage is reimbursed at the federal rate

* Request reimbursement after your trip using
Concur

* Reimbursement will be paid via direct
deposit

uuuuuuuuuuuuu

TRIP SEARCH

X8 = = 8
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Support | Help~

Approvals App Center
Profile ¥

S

+ 00 00 00 00
New Required Authorization Available Open
Approvals Requests Expenses Reports
ALERTS
0 As an employee of University of North Carolina, you are eligible for a free Triplt Pro subscription. (R EEEE VIS Not right now

o You haven't signed up to receive e-receipts.@ Sign up here

COMPANY NOTES

Southwest Spring Sweepstakes

Southwest is giving you the chance to Southwests
win up to 5,000 Rapid Rewards points Business

through o NC Spring Sweepstakes!

To learn more and enter the sweepstakes, please visit

RRRRR

MY TASKS

ore



SOG Services Employees: Travel with your SOG Services Ramp
Card

Policy/Process — SOGS Travel Policy Reimbursement Form
* Prior approval from supervisor is required (via scrooLor e o
email is fine) SERVICES iAo
° Book travel W/ Ramp ca rd’ including |Odging’ SOG Services, Inc. Travel Reimbursement Request Form
airfare, fees, rental cars, and registration fees rourlformatien
* Meals are reimbursed at the federal per diem
ra te City, State, Zip Code:
* Mileage is reimbursed at the federal rate

Purpose of Travel:

* Request reimbursement after your trip using the
SOG Services Reimbursement Form

* Reimbursement will be paid via check




Reimbursement Cutoff

To comply with IRS rules, the University will begin
to enforce a firm cutoff for how long employees
are able to request reimbursement for business
expenses, including travel. These changes will go
into effect January 1, 2024.

e Requests must be submitted within 60 days of the
trip end date to be eligible for reimbursement and
for the reimbursement to be non-taxable.

e Requests submitted after 60 days will be reimbursed
but may be taxable.

e Requests submitted 180 days or more after the
expense is incurred will not be reimbursed.

e Charges on T&E Cards must be reconciled within
these deadlines.

e Please see this memo from the UNC Finance and
Budget Office for more information; formal policy
and procedure updates are coming soon.



mailto:https://finance.unc.edu/news/2023/10/10/accountable-plan-notice-effective-jan-1-2024/

Concur Reminders
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* Expense approval times are currently 4+
weeks

.

SN,

* Email Hector if you have an urgent
Request

S
- .
o o

NN

* Walkme Virtual Assistant

-
=

—
Tr.

* Standard description format for request
and expense reports:

* [Last Name], [First Initial] [Travel Date] .
[Purpose and/or Destination] 4.4 e,
* ex: Doe, ) 10/31/23 ABCD Conf

* Note: there is a 32-character limit. Fit
as much as you can.

<
* 5
S



Course Closeout Process



SOG Services Employees: Travel with your SOG Services Ramp

Card

Policy/Process — Course Closeout Process

* Ensure timely submission/reconciliation of

expenses

* Automated Approval Task in Teams
* Check Closeout Dashboard in Tableau

* Send Feedback to Traci Forchette

UNC SCHOOL OF GOVERNMENT

CLOSEOUT DASHBOARD

Basic Economic Development Course

Financial Summary

Expense Revenue Grand Total
($53,745) $76,770 $23,025

Expense Type

Marketing Support Fee

Course Support Fee

Fulton,Jennifer L MORGAN,JONATHAN Q August 3, 2023

Budget to Actual
Revenue & Expenses
Revenue
OK 5K 10K 15K 20K 25K 30K 35K 40K 45K 50K 55K 60K 65K 70K 75K 80K
Amount
Participants

I —— |
0 5 10 15 20 25 30 35 40 45 50 55 60 65 70 75 80

Participants
Support Fees
StratComm — - Actual
CSF Rate Package Category Description Participants Days Amount
113 -
General blus Course ) 113 Regﬁlstrcnts 4 75 2 $31,188
(369) SupportFee  days, $69 Rate
Marketing Plus stratcomm 75 o $630

Support Fee package

Sponsorships


https://adminliveunc.sharepoint.com/:w:/r/sites/SOGPrograms/_layouts/15/Doc.aspx?sourcedoc=%7B8A7DF4BC-0EA8-4220-922D-29A2D3E8CA59%7D&file=Course%20Closeout%20Process.docx&wdLOR=cCD23BD99-B658-49E3-8A69-2CDF3205D267&action=default&mobileredirect=true
https://tableau.unc.edu/#/site/sog/views/CourseCloseoutNew/CourseCloseoutDashboard?:iid=1

Audits



Coming Soon

* Fiscal Year End
* Deadlines
* Course Expense Review

* Course Closeout Process
* Service Agreements

* Additional Business Office Team member

UNC SCHOOL OF GOVERNMENT



Resources



Resources

* Tableau — there’s a dashboard for that!
* Event Dashboard
* Course Closeout Dashboard

* Concur Trainings
* Travel Allowance Wizard
* Expense Reports
* Booking Travel


https://tableau.unc.edu/#/site/sog/views/SOGEventsDashboard-Programsnewconnection/ProgramsSOGEventsDashboard
https://tableau.unc.edu/#/site/sog/views/CourseCloseoutDashboard/CourseCloseoutDashboard?:iid=2
https://finance.unc.edu/services/travel/concur/

Questions
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