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DATE: August 30, 1996

TO: LEGISLATIVE RULE~MARKING REVIEW COMMITTEE

FROM: Uest Virginia State Auditor

LEGISLATIVE RULE TITLE: Stencdards for Requisitjons for Pavment Issued by
State Qfficers on the Auditor
1. Authorizing statute(s) citation_ WV Code Section 12-3~10

2. a. Date filed in State Register with Notice of Hearing

July 29, 1996

b. What other notice, including advertising, did you give
of the hearing?

Did not have hearing. Received written comments. Rules were

mailed to all State agencies with re uest for comments.

¢c. Date of Hearing(s) N/A i

d. Attach 1list of persons who appeared at hearing,
comments received, amendments, reasons for amendments.

Attached __X No comments received

e. Date you filed in State Register the agency approved
propesed Legislative Rule following public hearing:
{be exact)

August 30, 1956

f. Name and phone number(s) of agency person(s) to
contact for additional information:

Paul Mollohan 558-2231

Felli Talbott 5582251




If the statute under which you promulgated the submitted
rules requires certain findings and determinations to be
made as a condition precedent to thelr promulgation:

a.

Give the date upon which you filed in the State
Register a notice of the time and place of a hearing
for the taking of evidence and a general description

of the issues to be decided.

N/a

Date of hearing: /A

On what date did you file in the State Register the
findings and determinations required together with the

reasons therefor?

H/A

Attach findings and determinations and reasons:

Attached N/a




On March 9, 1996, House Bill 4637 was passed by the West
Virginia Legislature. 'Such bill amended W. Va. Ceode § 12-3-10 by
deleting all geherazl prov1510ns concerning itemization of claims
against the state. Thereafter, the Leglslature further amended .
W. Va. Code § 12-3-10 by authcrizing the State Auditor to
promulgate rules containing specific form and manner requirements
with regard to the pavment of such claims. These rules
accomplish such legislative mandate. -

House Bill 4637 became law on June 7, 1996, Therefore, all
statuteory provisions that the Auditor and state agencies relied
upen f£or insfructicn with regard to the pavment of claims ceased
to exist.on that date. —-To £ill that veid until such time as the
State Auditor can Dromulgate legislative rules through the normal
ruzle-making precess, the State Auditor submits these emsrgency
rules. Such emergency rules are submiffed to establish form and..
manner reguirements for pavment of claims against the states and
are necessary Ior the orderly and efficient operation of state
government. Such rules are essential for the immediatse
preservation ¢f the public interest and the puklic welfare
insofar as they vrovide a specific manner in which state officers
may regquisition payment of monles fTo satisfy the state’s
obligations in a timely, consistenf and systematic..manner,




APPENDIX B

FISCAL NOTE FOR PROPOSED RULES

Rule Title: Standards for Reguisitions for Payment Issued by State 0fficers on the Auditor

Type of Rule: _ i Legislative Interpretive Procedural

e

Agency West Virginia State Auditor's (fiice

Address ‘ State Capitol Building, Room W100

Charleston WY 25305

1. Effect of Proposed Rule

ANNUAL FISCAL YEAR
INCREASE DECYEALX COEERT XY THERTAFYTE

ESTIMATED TOTAL $ $ 0 s 0 $ 0 $
COST

PERSONAL SERVICES 0 0 i 2 0
CURRENT EXPENSE 0 0 0 Q 0
REPAIRS & '
ALTERNATIONS 9 0 0 9 0
EQUIPMENT 0 0 o} 0 2
OTHER 0 0 0 0 0

2. Explanation of above estimates:

The proposed rule merely provides specific detall with regard to the form and mannar of
payment requisitiens. Such rule largely codifies existing practice at the Siats Auditor's
0ffice and will not cause 2ny additional expense,

3. Objectives of these rules:

To astahlish specific standards for the form and mannar of requisitions for payment of
claims issusd by 3tate offices om the State Auditeor. o




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

Rule Title:

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

- None

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

Nong

C. Economic Impact on Citizens/Public at Large.

None

Date: 7 - Z?" 7é

Signature of Agency Head or Authorized Reprensentative

7/A%?1~ /géiﬁié«u- Ifr




WEST VIRGINIA STATE AUDITOR
EMERGENCY RULES
STANDARDS FOR REQUISITICNS FOR PAYMENT
ISSUED BY STATE OFFICERS ON THE AUDITOR

SUMMARY OF PROPOSED EMERGENCY RULE AND
TATEMENT QF CIR: ANCE N TING EME N

On March 9, 1896, House Bill 4637 was passed 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 authorizing the State Auditor to
promulgate riles contalining specific form ard manner requlrements
with regard to the payment of such claims. These rules
accomplish such legislative mandate.

BHouse Bill 4637 became law on June 7, 18%6. Therefcore, all
statutory provisions that the Auditor and state agencies relied
upon for instruction with regard tc the payment 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-making process, the State Auditor submits these emergency
rules. Such emergency rules are submitted to establish form and
manner requirements for payment of claims against the state and
are necessary for the orderly and efficient cperaticn of state
government. Such rules are essential for the immediate’
preservation of the public Iinterest and the public welfare
insofar as they provide a specific_manner in which state officers
may requisiticn payment of monises to satisfy the state’s
obligations in a timely, consistent and systematic manner.




RECEIVED

86 AUG 30 PH 304

185 CSR 1

TITLE 155
EMERGENCY RULES
WEST VIRGINIA STATE AUDITOR

SERIES 1
STANDARDS FOR REQUISTITIONS FCOR PAYMENT
ISSUED BY STATE OFFICERS ON THE AUDITCR

§185-1-1. Generzal.

1.1. Scope. =-- This emergency rule establishes standards for
the form and content cf reduisitions for oayﬂent issued by state
officers on the Ruditor.

1.2. Butherity. -- W.Va, Code § 12-3-10. . -
1.3. Filing Date. -- July 29, 199%6.
1.4, zffeciive Date. ~- _ .

$155-1-2. Definitions.
2.1. Auditor. ~-. The Auditor of the State of Westi Virginia,

2.2, Authorized signature. -- The signature of.z person
autho*ized by the Department ¢f Rdministrafion to.certify that
state agency funds are available Lo process Lhe relevant
transaction.

2.3. Certify. ~- To authenticate or verlfy that pertinent
information is true and accurate by affixation of an authorized
signature.

2.4. Change order. —-- An amendment to an coriginal purchasing
contract, - :
2.5. Coversheet. -- A document initiated by WVFIMS to

accompany all requisitions submifted teo the Auditer for payment.

2.6, Iivoice. ~— Documentaticn issued by a vendor reflecting
the merchandise or service dellivered or provided and the cost of
such merchandise or service,.




2.7. Open-end contract. -- A contract that has no determined
quantity or encumbrance. -

2.8. Statewide contract. -- A contract that 1s open to all
state agencies and has_no set encumbrance.

2.9. West Virginia Financizl Information Management Systems
(WVFIMS). -- The centralized accounting systems used by all state
agencies for processing financial transactions and maintained by
The Department of Administration and the Auditor.

2.10. WVFIWS financial code componean. -— The accountin
code scheme used in WVFIMS which provides financial informatiocon
necessary for the p*ocessing of financial transactions. Such
code components are regquired on all coversheets submleted to 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 yesar
in which an appropriatich was authorized by the Legislature.

2.10.c. ORGANIZATICN (CRG). -- The organizaticnal
entity which has managemeni responsipility for z fund.

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

2.10.e. OBRJECT (ORJ). —-- Represents the okject code
indicating what commodity or service was acquired by the
expendifure. - . o

2.10.f. SOURCE. —-— For revenue cccounts, the scurce
code Indicates the tType ©f reveéenue. )

§155-1-32. Invoice requirements.

3.1, Itemization. —- Rll invoices suom*tted te the Auditeor
for payment shall contain the fcollowing: B

3.1.a. Bn item descripticn indicating the type of
materials, supplies or service prcvided.

3.1.b. An invoice/order date and the date( y of
servicae, if the item to be paid is a service.




3.1.c. Any additional information regquired by the
Auditor. . : o -

3.2. “Miscellanecus” itemization. -- Invoices indicating
“miscellansous” as itemization are not acceptable for payment.

3.3 Credits. —— Inveoices including credits shall not
require credit memos 1f the credit i1s identified on the invoice.

3.4. Previous balances. -- Invocices including a previous
balance shall require. documentation before the previocus balance
may be paid. This requirement excludes metered utilities.

3.5, Vendor information. -~ All invoices submitted toc the
Auditeor shall have an inveice coversheet containing the sane
vendor name as that contained on the invoice. If the vendor name
on the coversheet and the invoice are not the same, then the
invoice must reflect that the vandor name on the invoice is that
of a division, branch, subsidiary, or is a d/b/a name of the
vendor name contained on the inveice coversheet. Letters of
assignment shall be. accepted for payments made in care of
financial instituticons. - :

3.6, Original inveice. -- All inveoices submitted to the
Auditor shall be an original cr a cdertified original. OCriginal
invoices shall be deemed to ke the following:

3.8.2, Wholly original invoices. — .

3.6.b. Invoices in which the body is wholly original;
the body being that segtion of the invoice which contains the
itemization, guantity and price. ' -

3.%.c. Invoices reflecting that the invoice is an
criginal, customer copy, remittance copy or billing copy, and in
which the beody is wholly original. ' . ’

3.€.4. Computer generated inwveoices.

3.6.e. Original invcices which are handwritten,
Lypewritten or created in whole, or in part, by 2 manual stamping

device, o - L

3.6.'__fT Wholly original debt service decuments, court
orders, electronic funds transfer documents, and liens.

3.7. Criginal invoice certification. -- Any invoice
requiring criginal certification may be certified by the agency




receiving the invoice. Those invoices which Lequlre original
certification are as follows: — —

3.7.a. FaxXed or photcoccopied invoices.

3.7.0b. Invcoices which reflect that theyv are revised,
duplicate or second billing invoices.

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

3.8. Coversheet/Invoice Ce*ti:icatﬁon.f—— All requisitions
submitted tce the Auditer. sball have zan aLtTOIWLQd signature on
the face ¢f the document. '

3.9. Invoicé date stamp requirement. -- In order to comply
with W. Va. Code § 52-3-54, the Prompht Pay Act of 1380, the
Auditor shall require that all invcoliges be_date stamped upon
receipit by the state zgency. If goods are received prior to the
receipt of an invoice for such goods, the affixation of a date
stamp on the invoice indicating the date the Invoice was received
shall meet the requirement of.this rule. Involces received prior
Lc the receipt of the relevant goods, shall be date stamped a.
second time indicating the date the goods were received. In the
absence 0f a second date stamp indicating that Lhe goods were
received after recelipt of the invoice, the Auditor shall
determine the interest due the vendor by referring to the date of
receipt of the invoice. Involces for services shall not require
a seceond date stamp insofar as the date(s) < service reflacted
on the invoice shall constitute prima facie proof of the date(s)
the services were received.

$155-1-4. Contract inveice requirements.

4.1, Itemization. -~ All invoices submitted to the Auditer
for payment against a contract shall contain the following:

4.1.2. An item description, including, but not limited
to, model number{s), guantitv and unit price, indicating the type
cf materials, supplies or service. Such materials, supplies or
service shall be of the type covered under the contract and the
description thereof shall not conflict with the description
contained In the contract.

4.1.b. The date(s) of service, 1f the item to be paid
is service. Such date{s) shall fzll within the contract period.




4,2, Vendor informaticn. —-- All inveices stbmitted to the
Auditor for paymeni against a contract shall have an invoice
coversheet containing the same vendor name as that contained on
the inveoices If the vendor name cn the coversheei and the
invoice are not the same, then the agency shall submif either a
change order reflecting the change in vendor name or a statement
that the vendor name on the invoice is that of a division,
branch, subsidiary, or is z d/b/a name of the vendor name
centained on the invoice coversheet. The name of the state A
agency reflected on the involce and invoice coversheet shall be B -
the same as the name of the state agency on the contract.

4.3. Funding information contract reculrements. -- All -
contracts and change orders submitted to the Auditor shall
include complete WVFIMS financial code compeonent information,
excluding statewide and open-end contracts. Complete WVEFIMS
financial code component information includes FUND, FY, ORG, ACT,
and 0OBJ as defined in section 2.10 of these rules. All contracts
Wwith encumbered monies. shall indicate funding information and the
amount allotted to each fund, if meore than one is indicated. .
Statewlide and copen-end coniracts need only indicate “WARIOCUS” or - -
“MULTIPLE”. All coversheéets shall include the funding
information indicated on the contract.

4.4, Contract.travel reimbursement., -- A1l invoicses
submitted to the Auvditor for travel reimbursement against a
contract shall include the trxavel allowance under G286 object code
on the contract.. Such fravel shall conform with state travel
regulations or Higher Education travel guidelines, unless
epprcoval has been obitained from the Travel Management Divisicon of
the Department of Administration or from authorized higher
education cfficials, A letter of exemption shall be recuired
from the Travel Management Division of the Department of
Adminisiration 1f such travel does not conform with relevant
travel regulations or guidelines._. _This rule shall not a2pply if
the relevant contract is bid zs a flat fee,

4.5, Building leases. -- All buillding leases are audited in
accordance with the Department of Administration Leasing Division
Guidelines. Time bpericds are required on all invoices to verify
that the time is within the lease period. :

4.6. Contract/Change order approvals. -- ALL contracts and
change orders shall be approved by The following: '

4,6,a. The Departmenit of Administration Purchasing
Division or an authorized procurement officer, 1f a Higher
Education agsncy.




MARSHALL UNIVERSITY
ACCOUNTING OFFICE
Room 203 0ld Main

(304) 696-6488
MARSHALL - -
UNIVERSITY
MEMORANDUM
TO: Honorable Glen B. Gainer, III

State Auditor

" / ’
FROM: Larry E. Barnhill ;xazi”

Directer of Accounting
DATE: August 27, 1966

SUBJECT: Proposed Rule Changes

Thank you for sharing the proposed rule changes with us for comments, I would like to
address one of the items in more detail for your consideration.

Section 3.9

The requirement to have a second date stamp on an invoice indicating the date
that merchandise is received will create an additioral administrative step to
university procedures and will dupliecate information already provided in the
WVFIMS cover sheet entry. To add another notation of when merchandise is
received does not seem to add value teo this process and I would suggest that this
sectlon of the proposed rule be eliminated or modified.

Possible medification of the language to replzace the third and fourth sentences
of this seection which currently read:

"Inveices received prior to the receipt of the relevant goods, shall be
date stamped a second time indicating the date the goods were received.
In the absence of a second date stamp indicating that the goods were
received after receipt of the invoice, the Auditer shall determine the
interest due the vendor by referring to the date receipt of the invoice."

with:
"The Auditor shall determine the interest due the vendor by referring to
the latter of merchandise received date or invoice received date entered

on the WVFIMS inveoice cover sheet."

Thanks again for allowing us input into this document and please let me know if I ean
provide additional information related te this topie.

cc: Mr, Herbert J. Karlet, VP for Finance




STATE OF WEST VIRGINIA
OFFICE OF THE ATTORNEY GENERAL

DARRELL V. McGRAW, JR. CHARLESTON 25308 (304) 5588-2021

ATTORNEY GENERAL FAX (304) 558-0140

August 22, 19986

Glen B, Gainer Ili, Auditor
WYV State Auditor’s QOffice
State Capitol, Room W-100
Charleston, WV 25305

RE: Prcposed Rule Change

Dear Mr. Gainer:

Pursuant to your memorandum of July 23, 1896, | have the following
comments regarding the proposed rules for requisiticns on the State Auditer’s Office,
Title 155, Series 1 of the Code of State Rules:

1. Rule 4.6.b, prevides that all contracts and change orders shall be
approved as to form by the Attorney General, if the contract exceeds dollar limits
established by Department of Administration or Higher Education officials. This is
innacurate, and should be changed. Relevant statutes require that zll contracts be
approved "as to form" by the Attorney General, and there is no dollar [imit.
Howaver, the Attorney General has chosen to delegate his "approval” authority to
agency officials who have delegated purchasing authority under State law: i.e.,
purchases under $10,000 for executive branch agencies, and under $15,000 for
Higher Education institutions, except with regard to legal services. Therefore, this
rule should read: ,

4.6.b. The Attorney General, as to form, if the contract
exceeds the dollar limits established by the Department of
Administration or Higher Education statutes for delegated purchasing
authority, or is for the provision of {egai services.

2. _Rule 4.8, permitting time extensions by letter without change orders,
should be limited to construction contracts, and should reguire that such letters be
signed by both the agency and the vender, pursuant to Purchasing Division Policy
Statement No. 10. As amended, this rule should read:

4.8. Accepted letters of change. -- Letters reflecting an
extension of a construction contract shall be accepted by the Auditor.
Such letter shall state the length of the extension in days and the
reason for the extension,_and be signed bty both the agency and
vendor/contractor.




Of course, the Department of Administration may have additional or different
suggestions regarding Rule 4.8, since that is under their jurisdiction.

| am available to discuss these commeants, at your convenience.

Very truly yours,

DEPUTY ATTORNEY GENERAL

-
]

DEW/jak

cc:  Ron Riley, Purchasing Director
Diana Stout, Department of Administration




DEPARTMENT OF TRANSPORTATION

1500 Kanawha Boulevard East « Building Five » Room 109
Gaston Caperton “Charleston, West Virginia 25305-0440 « 304/558-0444 Fred VanKirk, P.E.

Governor Secratary
Commissicner of Highways

August 15, 1856

MEMORANDTUMHM

T0: Glen B. Gainer III, Auditor
WV State Auditor's Office

FROM: Donald R. Adams ﬁ%f/f_

Business Manager

SUBJECT: PRCPOSED RULE CHANGE

Regarding your July 29, 1896 memorandum, the Department of
Transportation is providing the following comments:

Item 2.3. Certify = - To authenticate or verify that pertinent
information is true and accurate by affixation of an authorized
signature. The term "Certify" normally means certification of an
invoice by a person who is verifying that the applicable goods or
services have been satisfactorily received and the inveice can be
prccessed for payment. Presently, certification of an inveoice does
not require an authorized signature.

For Item 2.3., we interpret "Certify" to mean the authorized
signature required for purchasing documents and coversheets and not
the certification that must be affixed to all invoices. If our
interpretation is correct, we have no comments on this item.

Item 4.3, Funding Information Contract Requirements - - All
contracts and change orders submitted to the Auditor shall include
complete WVFIMS financial code compconent information, excluding
statewlide and copen-end contracts. It is our understanding that
financial codes will neot be required on purchasing documents.
Proposed funding at the time the purchasing document is prepared
must often be changed for valid reasons by the time the invoice is
paid. Any use of such information for edit or audit purposes could
only complicate and delay the payment process.

We regquest that funding information not be reguired on
purchasing documents.

DRA:F:r




West Virginia
Graduate College

.. - e Office of Business Affairs

14 August 1896

The Horbdrable Glen B. Galner III, aAuditor
WV State Auditor’s Office y N

State Capitol Building, Room Wi100
Charlesgton, West Virginia 25305

Dear Auditor Gainer:s

Thank vou for giving us the opportunity to comment on your -
proposaed rule xegarding form and manner for State agency
requisitions. : ' ] : -

On page 4, item 3.9, it is stated “Invcices receilved prior to
the receipt of the relevant goods, shall be date stamped a second
time indicating the date the goods were received.” In lieu of this
second date stamp, could a receiving report that was dated by hand
be used tc indicate when the goods were received.at the College?

If vou have any questicns, rlease do not hesitate to contact

me. - , - ~
Sincerely,
L;ij::zZ§&. ] M rector
Office of RBusinesék airs
LMK :me C o .

cc: Dr. Dennis P. Prisk, President

100 Angus E. Peyton Drive - South Charleston, WV 25303-1600 - (304) 746-2500 « FAX (304) 746-1922
A Member of the Unifversity System of West Virginia




STATE OF WEST VIRGINIA

. L. Administrative
Offices of the Insurance Commissioner Section
GASTON CAPERTON HANLEY C. CLARK
Covemnor } [nsurances Commissicrer

August 6, 1996

Glen B. Gainer, I1I
State Auditor

State Capitol
Charleston WV 25305

RE: Proposed Rule Change
Dear Mr. Gainer:

This is the first time I have had the opportunity to read Standards for Requisitions for
Payment from the Auditor’s Office.

I was delighted to read Section 3.7 and 3.7.a2. This will be a great time saver for agencies.
Many times we can get material faxed to us easily which will allow us to process the invoice
immediately. The Insurance Commission tries to pay vendors and employees in a timely
manner.

We appreciate it very much that you are giving us the opportunity to comment on the

Proposed Rule.
Sincerely,
M - ord
Administrative Officer
2019 Washington Strest, East : Telephone (304) 558-37C7
P.O. Box 30540 " "We are an Equal Opporiunity Employer” Facsimile (304) 358-0412

Tharlesten, Wese Virginia 25305-0540




Gasg: vgfgfmﬂ STATE OF WEST VIRGINIA o ST;IEBOARD
DEPARTMENT OF ADMINISTRATION | PERSONN .
Robert L Stephens, I DIVISION OF PERSONNEL R P, G Ry
Directer Sharon H. Lynch, Member

Roger Morgan, Member
Eugene Stump, Member

August 7, 1986

Glen B. Gainer III, Auditor

WV State Auditor's Qffice .
State Capitol Building, Room W100
Charleston, WV 25305

RE: Proposed Rule Changes

Auditor Gainer,
$155-1-3. Invoice regquirements.
3.1.c. Any additional information reguired by the Auditor.

I would like to have some examples of the "additional information®
It seems that the other items listed in the proposed changes are
specific as to the required information ¢n all inveoices. I was just
trying to figure out what type of additional information could
possibly be regquired. .

Sincerely,

Ad Q}/ / /:;}L LUA

Ada M. Lewis
Adm. Services Assistant
WYV Division of Personnel

Building 8, Room B-418, 1900 Kanawha Boulevard, East, Charleston, West Virginia 25305-0138  304/558.3950
AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER
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-FAX {304) 555-2768 FAX (304} 552-2788
MEMORANDUM
TO: Glen B. Gainer Il
State Auditor
FROM: Harry F. Price, Executive Secretary
DATE: August 27, 1896
SUB:

Proposed Rule Change

Thank you for the cpportunity to comment on the proposed rule change. Our
staff has reviewed and is pleased with the propcsed changes.

Our only suggestion would be. clarification of 4.1.a. on page 4. Will you

continue to require page number and item number of the contract beside each item
on the invoice? If so, it should be stated within 4.1.a.

HFP/mb

Again, we are appreciative of the request for comments.

West Virgini
"Maﬁtlt]srﬁiﬁg




STATE OF WEST VIRGINIA
DEPARTMENT OF ADMINISTRATION

State Capitol
Gaston Caperton - : - Charleston, WV 25305
Governor . - . . Chuck Palan
MEMORANDUM Cabinet Secretary
TO: ' Glen B. Gainer, IIl, Auditor 7
Auditor’s Office B
FROM: Dot Yeager, Director D\\g o
Financial Accounting and Reporting
DATE: =~ August 27, 1996 L -

SUBJECT:  Propoesed Standards for Requisitions for Payment

I have the foilowing questions regarding the proposed riles of the State Auditor’s Office. First, what
types of transactions are included under these rules? No definition of a requisition for payment is
given, so it is unclear whether off svstem disbursements are subject to these rules.

Rule 3.1.¢ indicates that the Auditor may require other information, which is not specified. The rule
does not indicate how such requirements will be conveyed.

Rule 5.7 discusses those items which require original certification. It appears that the proposed rules
permit spending units to certify an invoice as original, whereas in the past the vendor was required
ta certify the invoice as original. What conirols would need to be implemented to facilitate this
change.

Rule 4.3 spscifies that the financial code should be part of the information submitted on the contract.
At present, such a requirement involves resubmission to the Attorney General when the financial
code is modified, which is time consuming and does not add value to the purchasing process.

DY:Im

E.E.O/AFFIRMATIVE ACTION EMPLOYER




GASTON CAPERTON

State of West Virginia

Department of Tax and Revenue

GOVERNOR TAX DIVISION SECRETARY
P. O. Box 238%
Charleston, WV 25328-2389

MEMORANDU UM

TO: Glen EBE. Gainer III, Auditor
WV State Auditeor's Office

FRCOM: Patricia J. Haddy
Administrative Services Manager II
WV Dept. cof Tax & Revenus .

RE: © Propcsed Rule Change

DATE: August 26, 1836 - ' -

) After reviewing the Title 155 Standards for Reguisitions
for Payment with pertinent Administrative Services sgtaff, the
fcllowing questions are submitted for clarificaticen:

3.4 Can we process for payment metered utility bills with
previous balances? -

3.9 Invoices recelved prior tc the receipt of the goods, shall.
be date stamped a second time indicating the date the goods were
received. Will handwritten received dates be acceptable?

4.7 Change Orders --Since WV-79 forms are now obsclete, there is
ne "descripticn of change" section designated on the WV-35 forms.

4.8 "Letters reflecting an extengion of a contract shall be
accepted by the Auditor" -- Does this mean a WV-25 Change Order
will not have to be prepared?

Completion of written rules regulating payment
precedures is vital to efficient agency purchasing, procurement,
and accounts payable procedures and beneficial information for
managers. If further assistance is necessary, let me know.

Pijh/ ,

cc: James E. Paige III, Secretary
Robert A. Hoffman, Acting Deputy Secretary
Lvdia 8. McKee, Deputy Secretary
William T. Rice, Assistant Tax Commissioner

JAMES H. PAIGE III




Bureau of Employment Programs Gaston Caperton
112 California Avenue O Richardson
Charleston, West Virginia 25305-0112 ommissioner

MEMORANDUM

To: - Glen B. Gainer III
State Auditor
From drew IN. Richardson
ommissioner

Date: August 23, 1996
Subject: PROPOSED RULE CHANGE

Thank you for the opportunity 10 comment on the propesed rule changes that
establish standards for requisiticns for payment issued by your office. We found the rule
changes to be a positive move that would allow us to improve the efficiency of our
payment and procurement operations. There is however, one item upon which we feel
clarification is needed. Sectionr 153-1-4-8 states: '

Letters reflecting an extension of a contract shall be accepted
by the Auditor. Such letter shall state the length of the
extension in days and the reason for the extension.

We would lilke to request clarification as to whether a letter from the State agency
is sufficient, or would it be necessary to obtain a letter from the vendor in these

instances. We would greatly apprediate clarification of this point.
ANR:MSM:bke ' _ -

cc:  .Adna Thomas
Mark Miller
Sue Roncaglione
Clarence Bess -

Job Service e Job Training Programs @ Labor and Economic Research o Unempioyment Compensation & Workers' Compensation
An Equal Coportunity/Affirmative Action Emplover




- s

State of Hest Birginia

Office of the State Anditor
Building 1, Room W100
Charleston, West Virginia 25305

R. Ross Guyer. AAP

Glen B. Gainer, Il : : S .
State Auditor , - 7 Chief of Staff’
MEMORANDUM
TO: All Agencies Who Commented or the West Virginia State Auditor's
Rules
FROM.: Paul Mollchan P /YV\
DATE: August 30, 1996
RE: Auditor’s Standards for Requisitions for Payment Issued by State
Officers on the Auditor

This is to ac}anowleclge receipt of the written comments you submitted with rega.rcl
to the a}aove-reference& rules. We have reviewecl ancl consi&ere& all comments and Woulcl

like to thank you for vour input.

Thank vou for your attention to this matter.




