Introduction of the General Encumbrance Form
The General encumbrance form will become the vehicle for the newly developed processes that are currently done outside of Banner and then Journal Voucher in using BMIS. The legacy system is slow and cumbersome requiring intervention from multiple departments and a pound of paper to process.

The new processes are listed below and forms and procedures have been created to facilitate their use; 
Travel Authorization and Expense Report = TAER
This process will cover all types of travel and expense incurred related to the approved travel/travel study grant, this process will encumber and expense the funds from the correct FOAPAL without any additional interaction (journal vouchers) as approved and processed this means budget availability as well as accountability are only a Banner query away and can be monitored and reported against immediately.   
Project (where Purchase Order is not created)

When the University creates a funded project and will use many different Vendors to perform necessary task or provide goods and or services adhoc, the general encumbrance form can be used to encumber the applicable budget and execute payment. The Project manager will be responsible for completing the necessary Service Contract for every Vendor associated to the related project as well as signing off on all invoice payments that will be applied. When the project is established it will have a unique Fund Activity and Project number. An Index will be created in Banner for each such Project that will automatically default the Fund, Organization, Program and Activity. Since General Encumbrance form does not require a Vendor to be added to complete the process, all Accounts Payable has to do is add the related Vendor number on the FAAINVE form and Banner will do the rest. 
This process will keep track of all money encumbered or expensed from the related General Encumbrance and liquidate at the time of payment from the correct FOAPAL without any additional interaction (journal voucher) as approved and processed this means budget availability as well as accountability are only a Banner query away and can be monitored  and reported against immediately.   

Special Payment Authorization = SPA 
Special Payments will be used for University sanctioned membership fees for authorized individuals or organization, University sanctioned subscriptions to academic or administrative publications, honorariums or stipends.

The appropriate form must be completed and sent via email to Accounts Payable SPA section any additional documentation necessary to complete the process must be scanned in and sent forward with the SAP form, this form will only be excepted for processing if sent from the budgetary approvers email address and confirmation of receipt of requests will be sent back to the budgetary approvers email address with notice that they have 24 hours to notify the Accounts Payable department if they in fact did not approve and forward for processing, or the SAP will be processed for payment.
By introducing the use of the Banner General Encumbrance form for the processes listed above the University will regain control of a large portion of its annual budget that often times went unaccounted until months after the fact, until Year End Close or worst doing the Financial Reporting audit process. By starting and ending these process in Banner Finance will be able to control and report as University money is being budgeted, encumbered and expensed. This will facilitate accurate financial reporting that can be viewed or extracted from Banner without any third party intervention and manipulation. The beauty of this process is no matter who you ask or where you look you as long as the same parameters are used you will see the exact same results 100% of the time.   

