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Save the Date for the 
Finance & Administration 

Carnival 
 

Purchasing & Contracts in 

collaboration with General 

Accounting, the Office of 

Research and Sponsored Projects 

and Conference & Event Services 

will be hosting the 2nd Spring 

Carnival event Thursday, March 

7th, 10:00a.m. – 12:00p.m. in the 

University Center Columbine 

Suites A & B. You will have an 

opportunity to visit tables where 

you can learn information about 

various topics. As you answer 

questions at each station, you will 

also get to play a carnival game for 

a chance to win points towards 

UNC items.  All who attend can 

enter the drawing to win a bicycle! 

So mark your calendars and be 

sure to join us March 7th.  Thanks 

to donor support, no tuition, state 

funds or student fees will be used 

to cover the cost of this event.   

 

Tips for Managing 
PCard Reallocations and 

Approval Periods 
 
Here are some tips to help manage 

the PCard reallocation and approval 

periods: 

 If you have not done so already, 

work with your chair or director 

to transition your department to 

PCard receipt imaging so that 

cardholders can begin imaging/ 

uploading their receipts to their 

PCard accounts in Wells Fargo.  

Having receipts available in the 

system may help you reallocate 

transactions sooner. 

 Encourage your department’s 

cardholders to get their receipts 

uploaded to their PCard 

accounts promptly after making 

transactions. 

 Login to the Wells Fargo 

system regularly during the 

PCard billing cycle to 

reallocate as many transactions 

as possible before the end of 

the billing cycle. Use the 

“Cycle-to-Date” option under 

the “Manage Statements”  

menu in Wells Fargo to access 

the most recent cardholder 

transactions. 

 Be aware that Wells Fargo’s 

reallocation system can be 

accessed from any location that 

has internet access. 

Cardholders, reallocators and 

approvers who may be working 

from home during any portion 

of a billing cycle or 

reallocation/approval period 

will be able to access 

statements, upload images, 

reallocate or approve 

statements in Wells Fargo 

without having to be on 

campus.  

 While having PCard statements 

approved online is ideal, when 

extenuating circumstances 

prevent approval deadlines 

from being met, approval 

emails/memos can be printed to 

PDF files and uploaded to 

cardholder statements after the 

approval deadline on the 30th of 

each month has passed. 

 Submitting journal entries and 

uploading approval emails are 

more labor-intensive than 

reallocating and approving 

PCard transactions online in 

Wells Fargo, they are 

acceptable when circumstances 

do not permit these tasks to be 

completed.   

 

PLEASE NOTE: If you have 

expenses to reallocate to a grant 

FOAP, please prioritize these. 

Delays in charging the grant 

may result in audit scrutiny 

and/or the inability to have the 

expenses allocated to the grant if 

you miss the window to do so. 

Contact ORSP directly for any 

questions on your grant. 

 
New Mileage Rate 

for 2019 
 

Effective January 1st, the mileage 

rate for calendar year 2019 

increased from $0.49 to $0.52 per 

mile. The Travel Authorization 

Form has been updated to reflect 

the new mileage rate and is 

available on our website: 

http://www.unco.edu/purchasing/f

orms/  

Please use the updated Travel 

Authorization Form for travel 

occurring in 2019. If you have 

already completed and submitted 

travel authorization forms for 

upcoming 2019 travel, you do not 

need to submit new forms. Simply 

use the updated Travel 

Reimbursement Form available on 

our website, once travel is 

complete, to ensure you receive the 

2019 mileage rate.  

For travel that occurred in 2018 

that has not yet been reimbursed, a 

copy of the Travel Reimbursement 

Form providing the 2018 mileage 

rate will remain available on our 

website until July 1, 2019. 

http://www.unco.edu/purchasing/forms/
http://www.unco.edu/purchasing/forms/
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General Accounting 
Staffing Changes 

 
Welcome to Kristen Sanborn, 

Assistant Controller 

Kristen.Sanborn@unco.edu  

Phone: (970) 351-1827 

 

Kristen joined General Accounting 

September 24, 2018. As Assistant 

Controller, Kristen serves as a 

member of the university finance 

leadership team, responsible for 

accounting processes and financial 

reporting that effectively support 

the education and student success 

mission of the university, while 

also ensuring the University is 

complying with regulations and 

prudent fiscal practices. Kristen 

earned her B.S. in Business 

Administration (focus in 

Accounting) in 2010 and then her 

Master’s in Accounting (MAcc) in 

2011 at Kansas State University.  

 

Kristen comes to UNC from 

Kansas State University where she 

held a variety of progressively 

more responsible roles. Prior to 

working at KSU, she served as the 

Property Accountant for the 

University of Kansas Hospital and 

as a Tax Accountant at Grant 

Thornton, LLP. 

 

In her spare time, Kristen enjoys 

tennis, running, snow shoeing, and 

other sports, cooking, and playing 

piano. She follows KSU sports and 

the Denver Broncos.  She also has 

joined the Greeley Young 

Professionals (GYP). Kristen feels 

that Greeley is a hidden gem with 

its unique downtown, beautiful 

university campus with wonderful 

coworkers, and great proximity to 

the mountains. 

 

Purchasing & Contracts 
Staffing Changes 

 

Welcome to Neil Johnson, 

Purchasing & Contracts 

Specialist 

Neil.Johnson@unco.edu 

Phone: (970) 351-2287 

 

Neil joined Purchasing & 

Contracts January 14, 2019. Neil 

will primarily be responsible for 

contract review and administration. 

Additionally, he will be assisting 

UNC’s General Counsel.   

 

Neil, an Air Force brat, graduated 

from the University of Nebraska 

with a degree in Music Education, 

focusing on trumpet performance. 

Neil attended law school at the 

University of Nebraska, graduating 

with a JD in 1985. Neil first 

clerked for a federal judge in 

Omaha with the U.S. 8th Circuit 

Court of Appeals and then had a 

long career in private practice in 

Kansas City in two mid-size 

litigation firms, including doing 

quite a bit of work with his first 

firm representing the NCAA.  

 

Neil and his wife, Michelle, live in 

Fort Collins, where she works as a 

paralegal. Neil’s son, Kael is a 

freshman at CSU. His daughter 

Chloe recently graduated from the 

University of Nebraska. Michelle’s 

son, Sean, recently graduated from 

Mizzou and lives in Denver. Her 

daughter Sydney will graduate 

from Graceland University in Iowa 

this spring.  Neil enjoys hiking, 

biking, skiing, playing trumpet and 

soccer. Neil and Michelle have 

quickly grown quite fond of 

northern Colorado. Neil is excited 

to be working for UNC and to be 

on a major college campus again. 

He pinches himself every day 

about the simple fact that he works 

in such a super-friendly 

community of people.  

Farewell to Marlene Olin, 

Purchasing Agent III. 

Marlene Olin, Purchasing Agent 

III, will be retiring in March. 

Please join us in congratulating 

Marlene on her 34 years of service 

at UNC during her retirement 

reception on March 29th, Peggy 

Haynes Room in TK, 

1-3pm.  Presentation at 1:30pm. 

 

 

Save the Date! 
 

Finance and Administration Training: 

For New Employees, or Employees who would like 

a refresher. To register, send an email with your 

name and the date(s) you wish to attend to 

Purchasing@unco.edu. New Employees should 

attend all three parts. Existing Employees can pick 

the session that meets their needs best.  

 

- What You Need to Know About  

- Finance & Administration (3-part series) 

 Overview on May 2, 2019 

 In Depth on May 8, 2019 

 In Depth on May 15, 2019 

 

 Overview on August 1, 2019 

 In Depth on August 6, 2019 

 In Depth on August 7, 2019 

 

 Overview on November 5, 2019 

 In Depth on November 12, 2019 

 In Depth on November 14, 2019 

 

Spring Carnival: 

- March 7, 2019 
 
Marlene Olin Retirement Celebration: 

- March 29, 2019, 1pm-3pm, Peggy Haynes Room 
 

Furniture Ordering Deadline: 

- May 1, 2019 
 

mailto:Kristen.Sanborn@unco.edu
mailto:Neil.Johnson@unco.edu
mailto:Purchasing@unco.edu
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Farewell to Cristal Swain,  

Assistant Legal Counsel & Chief 

Procurement Officer 

Cristal Swain resigned effective 

January 25, 2019 to pursue other 

opportunities. Cristal will be 

missed at UNC for her sense of 

humor, her professionalism, and 

her deep knowledge base about so 

many projects and initiatives, both 

for UNC and on the State level. 

Cristal was a key figure in opting 

UNC out of the State Fiscal Rules, 

in bringing Hyland OnBase to 

Campus, and working tirelessly to 

ensure UNC was the best steward 

of student and state funds possible.  

 

Understanding Who Can 
Sign Contracts for UNC 

 
Signature delegation for 

expenditure and revenue contracts 

lies solely with Michelle Quinn, 

Senior Vice President for Finance 

& Administration and Chief 

Financial Officer, with only a very 

few of specific exceptions. No 

Department Head, VP, AVP or 

Director has signature authority to 

bind UNC to any agreement with 

an outside entity or individual.  

Deans may sign $0 affiliation 

agreements, but not MOU’s or 

other binding agreements with 

non-UNC entities.  

 

UNC employees should not 

confuse FOAP Authority with 

Signature Delegation Authority.   

 

 

 

 

 

 

 

 

 

 

 

 

 

All expenditure and revenue 

contracts should be routed via 

OnBase, so they may be reviewed 

for compliance with UNC Fiscal 

Rules as established by the Board 

of Trustees and for compliance 

with State of Colorado laws.  

  

Inter-campus agreements or 

internal UNC documents do not 

require submission to OnBase 

(unless you feel the document 

would be best preserved for 

archival purposes, such as an 

interdepartmental MOU.)  

Not sure if you have delegated 

signature authority? 

Contact John Chaplain at: 

John.Chaplain@unco.edu. 

 
 

 

 

 

Learn OnBase for 
Contracts Today – Avoid 

the Rush by June 30th 
 

Due to the volume of contracts 

now processing through the 

Department of Purchasing & 

Contracts, after June 30, 2019, 

only unusual contract requests will 

be accepted outside of OnBase.  

 

Training can be accomplished via 

in-person, one-on-one training at 

your desk, in as little as 20 

minutes. Or schedule training for 

your department or group, as part 

of a routine staff meeting, in as 

little as 30 minutes.  

 

John Chaplain or Neil Johnson can 

provide you with the training you 

need to be successful in OnBase. 

 

FAQ’s! 
1) Who do I contact in Purchasing and Contracts if I have questions? 

 

If you have questions regarding Travel or Official Functions, please contact Morgan Gray 

at Morgan.Gray@unco.edu. 

 

If you have questions regarding Accounts Payables please contact Cadi Green at 

Cadi.Green@unco.edu. 

 

If you have questions regarding UNC ID Cards, Student Health Center, or Student Business 

Center, please contact Cindy Vetter at Cindy.Vetter@unco.edu. 

 

For anyone seeking information on furniture, contracts, purchasing, or related topics, please 

contact John Chaplain at John.Chaplain@unco.edu or (970) 351-2040. 

 

For all general inquiries, including Accounting Approval Queues, please contact Brandon 

Garza at Brandon.Garza@unco.edu. 
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