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November & December 
PCard Allocation 

 
The November and December 
PCard reallocation period has 
always been shorter than most 
other months, due to the holiday 
schedule and because more 
employees take vacation time near 
the end of the year. It is not 
unusual to have to complete more 
journal entries for the November 
and December billing cycles to 
move PCard expenses once 
employees return to campus after 
holiday breaks.  

The reconciliation and approval 
period for December 2020 could 
be particularly problematic 
because UNC will be closed from 
12/24/20 – 1/1/21.   

Here are some tips to help manage 
the short reallocation and approval 
periods: 

 Upload receipts to your PCard 
account promptly after making 
transactions.  

 Log in to the Wells Fargo 
system regularly during the 
November and December 
PCard billing cycles and use 
the “Cycle-to-Date” option to 
reallocate as many transactions 
as possible before the end of 
the billing cycle.  

 Be aware that Wells Fargo’s 
reallocation system can be 
accessed from any location 
that has internet access, and 
the CEO Mobile App allows 
access via hand-held devices. 

 
 

Contracts Spotlight 
 

A contract (also referred to as an 
“agreement”) is a written 
document that is intended to be 
enforced by law. Key components 
of a contract are an offer, an 
acceptance, and consideration.  
 
Below are some examples of when 
a contract is most likely required: 
 
 Bringing a speaker, artist, band, 

group, performer, lecturer, 
magician, poet, or clinician to 
campus. 

 Bringing someone to present to 
campus virtually via ZOOM (or 
another platform).  

 Software or technology 
purchases. 

 If you have an approved grant 
with permission to purchase 
software/technology, check in 
with purchasing first to see if a 
contract is needed to review the 
company’s terms and 
conditions.  

 
Contracts protect UNC, but they 
also protect YOU! 
 
Without a contract in place, you 
might inadvertently commit a 
Fiscal Rule Violation or expose 
yourself to personal liability.  
 
We are here to help determine if 
you need a contract and/or help 
you start the process. 
Email us at  purchasing@unco.edu  
Or visit our website: 
https://www.unco.edu/purchasing/
contracts/  
 

 

Purchasing & Contracts 
and General Accounting 

Departments are 
Working Remotely 

The staff of both Departments 
have been working remotely since 
campus shut down in March. As 
we are not student facing and 
have proven able to continue 
serving the needs of campus, it 
was determined safer not to bring 
staff back to campus.  

That said, if you have a need to 
purchase a desk chair, a time can 
be arranged for you to “test drive” 
a chair in the chair corral in Carter 
3006. We hope to return to 
campus as soon as possible.  
 

New Copier Lease and 
Managed Print Vendor   

– Lewan/Xerox 
 

UNC issued a joint RFP with the 
Colorado School of Mines, Auraria 
Higher Education Center and 
Metropolitan State University to 
select a new vendor for Copier 
Leases and Managed Print 
Devices.  

Following a committee decision, 
made up of IM&T and financial 
representatives of all four 
institutions, Lewan/Xerox was 
selected.  

As Ricoh devices expire, please 
work with IM&T to review needs 
and replacement equipment. The 
new equipment is less expensive 
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than current leases and have 
about half the cost-per-copy rate 
as Ricoh. This should provide some 
budget relief as we move through 
the initial 5-year contract, with a 
potential for 5 additional years if 
we remain satisfied.  
 

Welcome Jill Zamarripa, 
Accounting 

Tech II                                                 
                                

The Purchasing & Contracts and 
General Accounting Departments 
are excited to have hired Jill 
Zamarripa for this key role in May. 
Jill is a UNC alumna and previously 
worked in the Dean’s Office for 
the College of Natural and Health 
Sciences, and most recently in the 
School of Sport and Exercise 
Science. Jill brings a great amount 
of skill and knowledge to the 
position, as well as a wonderful 
customer service presence for the 
departments.  

Jill manages our student 
employees, is responsible for 
creating Bear numbers, Entering 
Purchase Order Requisition Forms, 
Wells Fargo PCard support, and 
general Banner/Xtender inquiries 
and needs, and processes the 
Educational Affiliation Agreements 
submitted by the School of 
Nursing, Sport & Exercise Science, 
Audiology, and other NHS 
departments. She also works 
closely with Cadi Rettmer to 
ensure vendor records are 
updated as needed and is our 
newsletter Editor. 

 

Welcome Erin Haida, 
Purchasing 
& Contracts 

Specialist 
The Purchasing & Contracts 
Department was fortunate to hire 
Erin Haida in May. Erin previously 
worked in the School of Music in 
the College of Performing and 
Visual Arts. Erin has worked in 
procurement for the State of 
Alaska, with the military, and 
brings a number of talents to UNC.  

Erin’s focus is primarily contract 
review, expanding into more 
intricate types of contracts for 
various department on campus. 
Erin will start expanding her duties 
into the Purchasing side of her 
role in the new year, helping to 
issue Document Quotes and RFPs 
as may be needed.  

 

 

  

Accounts Payable Schedule Changes in November: 
Accounts Payable Schedule Change in November  

 The week of Thanksgiving, Accounts Payables will issue checks and make ACH 
payments at 10am on Monday, November 23, 2020.  

 Requests received after 2pm on Friday, November 20, 2020, are not guaranteed 
to process until the normal check run resumes.  

 The normal check run and ACH payment schedule will resume on Friday, 
December 4, 2020. 
 

Accounts Payable Schedule Changes in December 

 During the Winter Closure, Accounts Payables will issue checks and make ACH 
payments at 10am on Monday, December 21, 2020. 

 Requests received after 2pm on Friday, December 18, 2020 are not guaranteed to 
process until the normal check run resumes.  

 The normal check run and ACH payment schedule will resume on Friday, January 8, 
2021.  
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Things to Keep in Mind 
 Clicking “I Agree” or “I Accept” is the same as a signature, when making an online or software purchase or creating an 

online user account and will result in a Fiscal Rule Violation. Please contact John Chaplain or Neil Johnson before clicking!  
 Contracts (Agreements, Quotes with Terms and signatures, MOUs, etc.) should be submitted via OnBase. Anything a third 

party submits requiring a signature, should be entered into OnBase for review for compliance with UNC’s Fiscal Rules and 
State of Colorado statutes. 

 PCards are now being audited daily for software purchases, split purchases to evade the bid thresholds, excessive Colorado 
state sales tax, alcohol, gift cards, etc., in an attempt to ensure we are good stewards of the funds entrusted to us by 
students, grants, Foundation and the State. 

 If you plan to spend more than $25,000 with a vendor to buy goods or product in FY21, we need to issue a Documented 
Quote or RFP. Please contact John Chaplain with questions or needs.  

 If you plan to spend more than $50,000 with a vendor for services in FY21, we need to issue a competitive bid via a 
Documented Quote or RFP. Please contact John Chaplain with questions or needs.  

 

 


