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Appropriate 

Office

for Signature

Policy Links Required Documentation/Other Notes

Academic Awards for Students - Stipends, 

Scholarships, Fellowships, and Awards

See Campus Financial Aid Office for details ......................................

MU Finanical Aid Office.            UMKC Financial Aid Office. 

……………........................................................................                                                                 

UMSL Financial Aid Office.         S&T Financial Aid Office.

Advertising - Newspaper, Radio, Television, 

Billboards, Marketing, etc. 

</=            

$5000

>             

$5,000
Supply Chain See notes 2 and 4 at the bottom of the page.

Alcoholic Beverages X BPM 217 - Incidental Expenses

Auctions, Public X PPM 605 - Surplus Property

Business Meals: 

http://www.umsystem.edu/ums/rules/bpm/bpm200/manual_217
/ums/rules/ppm/c605
/ums/rules/bpm/bpm200/manual_219
/ums/fa/management/risk/guidelines
/ums/fa/management/risk/guidelines
http://chancellor.mst.edu/media/administrative/chancellor/documents/policy/I-92 April 1 2010.pdf
http://chancellor.mst.edu/media/administrative/chancellor/documents/policy/I-92 April 1 2010.pdf
https://orgsync.com/92112/forms/195047
https://orgsync.com/92112/forms/195047
http://info.umkc.edu/conferences/student-organizations/atterbury-student-success-center/assc-meeting-space-guidelines/
http://info.umkc.edu/conferences/student-organizations/atterbury-student-success-center/assc-meeting-space-guidelines/
http://sfa.mst.edu/
http://sfa.mst.edu/
http://www.umsl.edu/services/finaid/index.html
http://www.umsl.edu/services/finaid/index.html
http://www.sfa.umkc.edu/site2/index.cfm
http://www.sfa.umkc.edu/site2/index.cfm
http://financialaid.missouri.edu/
/oei/sharedservices/apss/nonpo_vouchers
/ums/fa/procurement
/ums/fa/procurement/card/one_card
/ums/fa/procurement/
/ums/fa/procurement/


One Card

Requisition. 

through. 

Supply. 

Chain.

Payment. 

Request.

(Non-PO 

Voucher)

Appropriate 

Office

for Signature

Policy Links Required Documentation/Other Notes

MU X Supply Chain See notes 2 and 3 at the bottom of the page.

UMKC X Supply Chain
Exclusive to Sodexo in Student Union and Atterbury Student 

Success Center.  Click HERE for more information.

UMSL X Supply Chain
Exclusive to Sodexo.  Click HERE for UMSL Food Permit 

Application and Information.

 S&T
</=            

$2,500

>             

$2,500
Supply Chain Exclusive to Chartwells in the Havener Student Center and 

Residence Hall dining facilities.  Click HERE for more information. 

Off-Campus - Business meals,  (at a restaurant, 

hotel, etc.)

X
If in Travel Status, Per Diem shall not be claimed if a business 

meal is paid via One Card.

Off-Campus - Food with Catering Services 

(delivered, set-up, monitored and cleaned 

up/removed by employees of caterer)

X Supply Chain See note 2 at the bottom of the page.

Building Rent/Lease Payments for off-campus 

facilities
X Business Services

MU - Reference Business Services contract number on voucher. 

OTHERS - Attach copy of lease to voucher with initial payment.  

Future payments can reference original voucher number or 

attach copy with each payment.

Cable TV & phone - off campus locations X If supplier does not accept One Card, pay via Payment Request.

Cellular device purchases and Wireless service 

plans (includes phone, PDA, and tablets)
X

BPM 1205 - Telephones & Communication 

Devices

MU POLICY                UMKC POLICY 

UMSL POLICY 

/oei/sharedservices/apss/nonpo_vouchers
/ums/fa/procurement
/ums/fa/procurement/card/one_card
/ums/rules/bpm/bpm1200/manual_1204
/ums/rules/bpm/bpm1200/manual_1204
/ums/rules/bpm/bpm1200/manual_1204
/ums/rules/bpm/bpm1200/manual_1204
/ums/fa/management/risk/guidelines
/ums/fa/management/risk/guidelines
http://it.mst.edu/services/phones/mobile-phones/
http://it.mst.edu/services/phones/mobile-phones/
http://www.umsl.edu/technology/phones/cell.html
http://www.umsl.edu/technology/phones/cell.html
https://www.umkc.edu/is/policies/umkc-cell-phone-allowance-policy.pdf
https://www.umkc.edu/is/policies/umkc-cell-phone-allowance-policy.pdf
http://bppm.missouri.edu/chapter13/13_330.html
http://bppm.missouri.edu/chapter13/13_330.html
/ums/rules/bpm/bpm1200/manual_1205
/ums/rules/bpm/bpm1200/manual_1205
http://chancellor.mst.edu/media/administrative/chancellor/documents/policy/I-92 April 1 2010.pdf
http://chancellor.mst.edu/media/administrative/chancellor/documents/policy/I-92 April 1 2010.pdf
https://orgsync.com/92112/forms/195047
https://orgsync.com/92112/forms/195047
http://info.umkc.edu/conferences/student-organizations/atterbury-student-success-center/assc-meeting-space-guidelines/
http://info.umkc.edu/conferences/student-organizations/atterbury-student-success-center/assc-meeting-space-guidelines/
/ums/fa/management/risk/guidelines
/ums/fa/management/risk/guidelines
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Voucher)
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Computing Equipment
</=            

$5,000

/oei/sharedservices/apss/nonpo_vouchers
/ums/fa/procurement
/ums/fa/procurement/card/one_card
/ums/fa/management/risk/guidelines
/ums/fa/management/risk/guidelines
/ums/fa/procurement/imports_and_exports
/ums/fa/procurement/imports_and_exports
https://uminfopoint.umsystem.edu/media/sharedservices/ap/Intellectual property definition.pdf
https://uminfopoint.umsystem.edu/media/sharedservices/ap/Intellectual property definition.pdf
http://it.mst.edu/services/hardware/
http://it.mst.edu/services/hardware/
http://www.umsl.edu/technology/About ITS/ITS Policies/stand_conf.html
http://www.umsl.edu/technology/About ITS/ITS Policies/stand_conf.html
https://www.umkc.edu/is/policies/UMKCnet Connectivity and Usage Guidelines.asp
https://www.umkc.edu/is/policies/UMKCnet Connectivity and Usage Guidelines.asp
/ums/rules/bpm/bpm1200/manual_1204
/ums/rules/bpm/bpm1200/manual_1204
/ums/fa/management/risk/guidelines
/ums/fa/management/risk/guidelines
https://www.umsl.edu/services/ora/
https://www.umsl.edu/services/ora/


One Card

Requisition. 

through. 

Supply. 

Chain.

PaymeWa

/oei/sharedservices/apss/nonpo_vouchers
/ums/fa/procurement
/ums/fa/procurement/card/one_card
http://www.umsystem.edu/ums/rules/bpm/bpm200/manual_220
/ums/rules/collected_rules/administration/ch10/10.070_appointed_staff_officers
/ums/rules/collected_rules/administration/ch10/10.070_appointed_staff_officers
/ums/fa/management/risk/guidelines
/ums/fa/management/risk/guidelines
https://uminfopoint.umsystem.edu/media/sharedservices/ap/Intellectual property definition.pdf
https://uminfopoint.umsystem.edu/media/sharedservices/ap/Intellectual property definition.pdf
https://uminfopoint.umsystem.edu/media/sharedservices/ap/Intellectual property definition.pdf
https://uminfopoint.umsystem.edu/media/sharedservices/ap/Intellectual property definition.pdf
/apps/fa/procurement/contracts/summary.php?Contract_ID=1430
/apps/fa/procurement/contracts/summary.php?Contract_ID=1430
/apps/fa/procurement/contracts/summary.php?Contract_ID=18
/apps/fa/procurement/contracts/summary.php?Contract_ID=18
/ums/fa/management/risk/guidelines
/ums/fa/management/risk/guidelines
https://www.umsl.edu/services/ora/
https://www.umsl.edu/services/ora/
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Policy Links Required Documentation/Other Notes

Meeting Room  rentals or  Exhibit Space  for 

Conferences, Conventions, Trade Shows (off-

campus)

X Business Services

COLUM - Reference Business Services contract number on 

voucher.  ………………………………………….

OTHERS - Attach copy of lease to voucher with initial payment.  

Future payments can reference original voucher number or 

attach copy with each payment.

Moving - University property from one 

department to another 

(When not using Campus Movers)

X
UMSL - 

/oei/sharedservices/apss/nonpo_vouchers
/ums/fa/procurement
/ums/fa/procurement/card/one_card
http://www.umsystem.edu/ums/rules/bpm/bpm200/manual_214
/ums/fa/management/risk/guidelines
/ums/fa/management/risk/guidelines
/oei/sharedservices/apss/nonpo_vouchers/research_subject_payments
/oei/sharedservices/apss/nonpo_vouchers/research_subject_payments
https://uminfopoint.umsystem.edu/media/fa/Controller/Accounting Services/tax issues/MO-2ENT Instructions.pdf
https://uminfopoint.umsystem.edu/media/fa/Controller/Accounting Services/tax issues/MO-2ENT Instructions.pdf
http://www.umsl.edu/technology/Telephones and Pagers/index-unlinked-for-now.html
http://www.umsl.edu/technology/Telephones and Pagers/index-unlinked-for-now.html
https://www.umkc.edu/is/nt/pagers.asp
https://www.umkc.edu/is/nt/pagers.asp
https://doit.missouri.edu/services/voice/two-way-radio-services/
https://doit.missouri.edu/services/voice/two-way-radio-services/
/ums/fa/procurement/travel-tr401
/ums/fa/procurement/travel-tr401
/ums/fa/procurement/travel-tr401
/ums/fa/procurement/travel-tr401
/media/fa/management/records/forms/finance/um17_2015.xls
/media/fa/management/records/forms/finance/um17_2015.xls
http://phyfac.mst.edu/workrequest/
http://phyfac.mst.edu/workrequest/
/ums/fa/management/risk/guidelines
/ums/fa/management/risk/guidelines


/oei/sharedservices/apss/nonpo_vouchers
/ums/fa/procurement
/ums/fa/procurement/card/one_card
/ums/fa/management/risk/guidelines
/ums/fa/management/risk/guidelines
/ums/fa/procurement/
/ums/fa/procurement/
http://financeadmin.mst.edu/bs/
http://financeadmin.mst.edu/bs/
http://www.umsl.edu/services/busserv/contracts.html
http://www.umsl.edu/services/busserv/contracts.html
http://www.umkc.edu/finadmin/contracts.asp
http://www.umkc.edu/finadmin/contracts.asp
http://businessservices.missouri.edu/contracts/index.html
http://businessservices.missouri.edu/contracts/index.html
/ums/fa/procurement/nonpocontracts
/ums/fa/procurement/nonpocontracts
/ums/fa/procurement/sams_club/
/ums/fa/procurement/sams_club/
/ums/fa/management/risk/guidelines
/ums/fa/management/risk/guidelines


One Card

Requisition. 

through. 

Supply. 

/oei/sharedservices/apss/nonpo_vouchers
/ums/fa/procurement
/ums/fa/procurement/card/one_card
/ums/rules/bpm/bpm1200/manual_1204
/ums/rules/bpm/bpm1200/manual_1204
/ums/rules/bpm/bpm1200/manual_1204
/ums/rules/bpm/bpm1200/manual_1204
/ums/rules/bpm/bpm1200/manual_1204
/ums/rules/bpm/bpm1200/manual_1204
/ums/fa/management/risk/guidelines
/ums/fa/management/risk/guidelines
/media/fa/management/records/forms/finance/um11b_2016.xls
/media/fa/management/records/forms/finance/um11b_2016.xls
/ums/fa/procurement/
/ums/fa/procurement/
/media/fa/procurement/Finance-Supply_Chain_One_Card2.pdf
/media/fa/procurement/Finance-Supply_Chain_One_Card2.pdf
/ums/rules/bpm/bpm500/
/ums/rules/bpm/bpm500/

