WEST VIRGINIA
SECRETARY OF STATE EILED
KEN HECHLER “"
ADMINISTRATIVE LAW DIVISION a3 200 0%
Forrn#z S S H AN il s W T ool nd AW M B N LRI

e . SEGRETARY OF STATE

NOTICE OF A COMMENT PERIOD ON A PROPOSED RULE

AGENCY: YWest Virginiaz State Auditor's (ffice TITLE NUMBER: 155

AMENDMENT TO AN EXISTING RULE: YES___ NO__ X
[F YES, SERIES NUMBER OF RULE BEING AMENDED:
TITLE OF RULE BEING AMENDED:

-1

IF NO, SERIES NUMBER OF NEW RULE BEING PROPOSED:

Standards Tor Requisitigns for Payment

TITLE OF RULE BEING PROPOSED: .

Issued by State Officers on the Auditfor

IN LIEU OF A PUBLIC HEARING, A COMMENT PERIOD HAS BEEN ESTABLISHED DURING WHICH
ANY INTERESTED PERSON MAY SEND COMMENTS CONCERNING THESE PROPOQSED RULES. THIS

COMMENT PERIOD WILL END ON ___ugust 28, 1356 AT __ 200 pen.
ONLY WRITTEN COMMENTS WILL BE ACCEPTED AND ARE TO BE MAILED TO THE FOLLOWING
ADDRESS.

West Virginia State Auditor's 0ffice

Staie Capitol Building, Room W00

) THE ISSUES TO BE HEARD SHALL BE
Charleston WY 25305 ) _ ) LIMITED TO THIS PROPOSED RULE.

S '.T-—. V B
Auﬁrized Signature

ATTACH A BRIEF SUMMARY OF YOUR PROPOSAL




These proposed rules establish specific standards Ior the
submission of requisitions for pavment of claims Iissued by state
cfficers to the State Auditor..




On March 8, 1996, House B1ill 46327 was passad by the West
Virginia Legislature. Such bill amended W. Va. Code § 12-3-10 by
deleting all general provisions concerning itemization of claims
against the state. Thereafter, the Legislature further amended
W. Va. Code § 12-3-10 by asuthorizing the State Auditor o
promulgate rules containing specific form and manner requirements
with regard to the payment of such claims. These rules
accomplish such leglslative mandate.

House Bill 4637 became law on June 7, 19296. Therefore, zll
statutory provisions that the Auditor and state agencies relied
upon for instriction with regard to the payment of claims cezsed
to exist on that date. To £ill that void until such fime as the
State Auditor can promulgate legislative rules through the normal
rule-making process, the Stazte Auditor submits these emergency
rules. Such emergency rules are submitted to establish form and
manner reguirements for payment of claims against the state and
are necessary for the orderly and efficient cperation of state
government. Such rules are essential for the immediate
preservation of the public interest and the public welfare
insofar as they provide a specific manner in which state officers
may requisition payment of monies to satisfy the state’s
obligations in a timely, consistent and systematic manner.




Rule Title:
Type of Rule:
Agency

Address

APPENDIX B
FISCAL NOTE FOR PROPOSED RULES

Standards for Requisitions for Payment Issued by State 0fficers on the Auditor

¥__Legislative Interpretive Procedural

————

West Virginila State Auditor's Offlce

State Capitol Building, Room W00

fharleston WY 25305

1. Effect of Proposed Rule

ANNUAL FISCAL YEAR
I REASE mﬁ_m o THEHREAFTYR

ESTIMATED TOTAL $ o $ o $ 4 $ o $ o
COST
PERSONAL SERVICES 0 0 0 0 0
CURRENT EXPENSE 0 0 0 0 0
REPAIRS &
ALTERNATIONS 0 0 0 L 0
EQUIPMENT 0 0 0 b 0 0

| OTHER 0 by 0 0 0

2. Explanation of above estimates:

The proposed rule marely provides spseific detail with regard fo the Torm and manner of
payment requisitions. Such rule lergely codifies existing practice 2f the State Audifer's
0ffice and will noi ¢zuse any edditignzl expense. T

3. Objectives of these rules:

To esteblish spesific standards for the form and manner of reguisitions for payment of
claims Issuad by State offlces on the State Auditaer.




B ———————————————— e e e e

Rule Title: Standards for Requisitions Ter Payment Issved by State (fficers on the Auditor

4. Explanation of Overall Ecconomic Impact of Proposed Rule.
A. Economic Impact on State Government.

Hone

B. Economic Impact on Political Subdivisions; Specific
Industries; Specific groups of Citizens.

None

C. Economic Impact on Citizens/Public at large.

None

Date: /7 - Z?" 74

Signature o¢of Agency Head or Authorized Reprensentative

L 5 o=




WEST VIRGINIA STATE AUDITOR
EMERGENCY RULES
STANDARDS FOR REQUISITIONS FOR PAYMENT
ISSUED BY STATE CFFICERS ON THE AUDITOR

SUMMARY OF PROPQSED EMERGENCY RULE AND
STATEMENT OF CIR E NSTITUTIN EN

On March 8, 1986, House Bill 4637 was passed by the West
Virginia Legislaturs. Such bill amended W, Va. Ccde § 12-3-i0 by
deleting all general provisions concerning itemization of claims
against the state. Thereafter, the Leglslature further amended
W. Va. Code § 12-3-10 by authorizing the State Ruditor to
promulgate rules contzining specific form and manner reguirements
with regard to the payment of such ¢lzims. These rules
accomplish such legislative mandate.

House Bill 4637 khecame law on June 7, 1886. Therefore, all
statutory provisions that the Auditor and state agencies relied
upon for instruction with regard to the pavment of claims ceased
to exist on that date. To £ill that void until such time as the
State Auditor can promulgate legislative rules through the normal
rule~-mzking procaess, the State Auditor submits these emergency
riules. Such emergency rules are submitted to establish form and
manner reguirements for pavment of claims agzinst the state and
are necessary for the orderly and efficient coperaticon cof state
government. Such rules are essential for the immediate
preservation of the public interest and the public welfare
insofar as thev provide a specific manner in which state officers
may reguisition payment cf monles to satisfy the state’s
obligations in a timelv, consistent and syvstematic manner.




FILED

185 C8R 1
23 208 Pi'g
TITLE 155
EMERGENCY RULES OFFICE OF WEST viRgiN4
WEST VIRGINIA STATE AUDITCR SECRETARY OF STATE
SERIES 1
STANDARDS FOR REQUISITIONS FOR PAYMENT
ISSUED BY STATE OFFICERS ON THE AUDITOR
§155-1-1. General.
i1.1. Scope. ~—- This emergency rule establishes standards for

the form and content of regquisitions for pavment issued by state
officers on the Auditor.

1.2. Authority. -- W.Va. Code § 12-3-10.
1.3, Filing Date. -- July 23, 1996,
1.4, Effective Date. -- : -

§155-1-2. Definitions.
2.1. Auditor. -- The Auditor of the State of West Virginia.

2.2, Authorized signature. —-- The signature of & person
avthorized by the Department o Administratiocn to certify that
state agency funds are available to process the relevant
Lransaction. . '

2.3. Certify, —— To authenticate or veriliiy that pertinent
information is true and accurate by affixation of an authorized
signature.

2.4. Change order. -- An amendment to an original purchasing
contract.
2.5. Coversheet. -—- A document Initizted by WVFIMS Lo

accompany all requisitions submitted to the Auditor for payment.

2.8, Invoice. =-- Documentation issued by a vendor reflecting
the merchandise or ssrvice delivered or provided and the cost of
such merchandise or service.




2.7. Open-end contract. -- A contract that has no determined

guantitfy or encumbrance.

2.8. Statewide contract. -- A contract that is open te all
state agencies and has no set encumbrance.

2.9. West Virginia Financizl Information Management Systens
(WVFIMS)., -- The centralized accounting systems used by &ll state
agencies for processing financial transactions and maintained by
the Department of Adminigtration and the Ruditor

2.10. WVFIMS financizl code components. -- The accounting
code scheme used in WVFIMS which provides Ifinancial information
necessary for the processing of financizl transactions. Such
code components are reguired on all coversheets submitted te the
Auditor. Such code components are:

2.10.a. FUND. ~—- A self-balancing set of accounts
containing assets, liabilities, fund balance, revenue and
expenditure accounts.

2.10.b. FISCAL YEAR (FY). —-- Represents the fiscal year
in which an appropriation was authorized by the Legislature.

2.10.c. ORGANIZATION (CRE). —-- The organizational
entity which has management responsibility for z fund.

2.10.4. ACTIVITY (ACT). -- Represents the activity code
corresponding to budgetary line items in the Legislative Budget.

2.10.e. OBJECT (0OBJ). -— Represents the cbiject code
indicating what commodity or service was zacguired by the
expenditure. )

2.10.f. SOURCE. -- For revenue accounis, the scurce
code indicates the tyvepe of revenue.

§155-1-3. Inveocice requirements.

3.1, Itemization. -- All inveoices submitted to the Auditor
for payment shall contain the folleowing:

3.1.a. An item description indicating the tyvpe of
materials, supplies or service provided.

3.1.b. An invoice/order date and the date(s) of
service, 1f the item to be paid is a sexvice.




3.1.c. Any additional information reguired by the
Auditer. : :

3.2. “Miscellanecus” itemizaticn. —-- Invoices indicating
“miscellanecus” as itemization arse not accertable for pavment.

3.3, Credits. -- Invoices including credits shall not
regquire credif memcs if the credit is identified on the invoice.

3.4. Previous balances. -- Invoices including a previous
balance shall require documentaiion before the previcus balance
may be paid. Tnis reguirement sxcludes metered utilities.

3.5, Vendor informaticn., ~-- All invoices submitted to the
Auditor shall have an invoice coversheet containing the same
vendeor name as that contained on the invoice. If the vendor nanme
on the coversheet and the invoice are not the same, then the
inveilce must reflect that the vendor name on the invoice is that
of a division, branch, subsidiary, or is az d/b/e name of the
vendor name concained on the invoice coversheet. LeTters of
assigrnment shall be accepted for pavments made in care of
financlal institutlions. '

3.6. Ofiginal inveoice. -- All Invoices submitted Lo the
Buditor shall be an original or a certified coriginal. Original
invoices shall be dezmed Lo be the following:

3.6.a. Wholly criginal Inveices.

3.6.b. Invoices in which the bodyv is wholly original;
the body being that section of the inveoice which contains the
itemization, quantity and price.

3.46.¢c. Invoices reflechting that the inveoice is an
original, customer copy, remittance copy or billing copy, and in
which the body is wholly original.

3.6.4. Computer generated invoices.
3.6.e. Criginal invoices which are handwritten,
Lypewritten or. created in whole, or in part, by a manual stamping

device.

3.6.f. Wholly original debi service documents, court
orders, electronic funds transfer documents, and liens.

3.7. Original invoice certification. -- Any invoice
requiring oxiginal certification may be certified by the agency




receiving the invoice. Those invoices which require original
certificaticn are as fcllows:

3.7.a. Faxed or photocoplied invoices.

3.7.b. Invoices which reflect that they are revised,
duplicate or seccond billing invoices.

3.7.¢. Non-original invoices which are typewritten,
handwritten, or created in whole, or in part, by a manual
stamping device.

3.8. Coversheet/Invoice certification. =--—~ All requisitions
submitted to the Auditor shall have an authorized signature on
the fzce of the document.

3.%. Invoilce date stamp requirement. -- In order o comply
with W. Va. Code § 52-32-54, the Prompit Pay Act < 1220, the
Auditor shall recquire that all invoices be date stamped upon
receipt by the state agency. If goods are received prior to the
receipt of an inovoice for such gocds, the affixation of a date
stamp on the invoice indicating the date the invoice was received
shall meet fhe reguirement of this rule. Invoices received prior
to the receipt of the relevant goods, shall be date stamped a
second time indicating the date the gcods were received. In the
absence of z second date stamp indicating that the goods were
received after receipt of the inveice, the Auditor shall
determine tThe interest due the vendor by referring to ths date of
receipt of the invoice. Invoices for services shall not redquire
a second date ztamp insofar as the date{s) cof service reflected
cn The inveoice shall constitute prima facie prooi of the date(s)
the services were received.

§155-1-4. Contract involce reguirements.

4,1, Itemization. —-- All invoices submitted to the Auditor
for pavment against a contract shall contain the following:

4.1.,a. An item description, including, but nct limited
to, model number(s), gquantity and unit price, indicating the tvpe
of materials, supplies or service. Such materials, supplies or
service shall ke of the type covered under the contract and the
description thereof shall not conflict with the description
contained in the contract.

4.1.. The date(s) o0f service, if the item to be paid
ig service. Such date(s) shall £zll within the contract paried.

=Y




4.2. Vendor information. -- All invoices submitted to the
Auditor for payment against a coniract shall have an invoice
coversheetr containing the same vendor name as that contained on
tha invoice. IL the wvendor name on the coversheet and the
invoice are not the same, then the agency shall submlt either a
change order refleciting the change in vendor name or a statement
that the vendor name on the invoice is that of a division,
branch, subsidiary, cr is a d/b/a name of the vendor name
confained on the invoice coversheet. The name of the state
agency reflected on the invoice and invoeice coversheet shall be
the same as tThe name of the state agency on the contract. .

4.3, Funding information contract requirements. -- Ail
contracts and change orders submitted te the Auditor shall
include complete WVEIMS financial code component information,
excluding statewide and gpen-end contracts. Compilefe WVEIMS
financizal code component information includes FUND, FY, ORG, ACT,
and OBJ as defined in section 2..0 of tThese rules. All contrachs
with encumbersd monies shall indicate funding informaticn and the
amount zllotted to =ach fund, 1f more than one is indicated.
Statewide and open-end contracts need only indicate “WARIQOUS” or
“MULTIPLE”. All coversheets shall include the funding
information indicated on the contract.

4.4, Contract travel reimbursement. -- All invoices
submitted to the Auditor for travel reimbursement against a
contract shall include the travel allowance under 026 object cods
on the contract. Such travel shall conform with state fravel
regulations or Higher Education travel guidelines, unless
approval has been obtained from the Travel Management Division of
the Department of Administration or from authorized higher
education officials. A letter of exempticn shall be recuired
from the Travel Management Divisicn of the Department of
Administration i1f such travel does nct conform with relewvant
travel regulations or guidelines. This rule shall not apply if
the relevant contract is bid as z flat fee. )

4.5, Building leases. ~- All building lezses are audited in
accordance with the Department of Administration Leasing Division
Guidelines. Time periods are required con 2ll invoices to verify
that the time is within the lease periscd.

4.6, Contract/Change crder apprevals. -- All contracts and
change crders shall be approved by The feocllowing:

24.6.a. The Department cf Administration Purchasing
Division or an authecrized procurement officer, 1f a Higher
Education agency.




4.6.b. The Attornev General, as to form, if the
contracht exceeds the dollar limits established by the Department
of Administration or Higher Education officials.

4.7. Change orders. =- ALl changes to contracts shall be

reflected in the “description of change” section of the change
crder. Change orders shall be processed in seguence.

4.8, Accepted letters of change. -- Letters reflecting an
extension of a contract shall be accepted by the Auditer. BSuch
letter shall state the length of the extension in days and the
reason for the extension.

$155-1-5, Travel reimbursement.

5,1. All travel reimbursements submitted to the Auditor
shall comply with state travel regulations or Hicher Education
Travel Guidelines. In-state ftravel reimbursement shzall be
processed in accordance with such regulations or guidelines.




