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PROCEDURES FOR SUBMITTING A PROJECT REQUEST
To establish a Project for tracking expenditures, please follow the steps outlined below.  If you have any questions concerning Projects, please contact Jennifer Killingsworth at extension 4088 or at killinjl@wfu.edu.

1. Review the Project Decision Tree to determine if the expenditure is eligible for project designation.
2. Complete a Project Summary Request (PSR).  This form is available online at http://www.wfu.edu/administration/fas/fixedassets.  
3. The PSR should include a complete project description, a designated project manager, a detailed budget and business purpose justification, a timeline and a funding source.  Instructions for filling out the PSR are on pg 2 of the PSR.
4. Have the Project Summary Request signed and dated by the department head.
5. Forward the PSR to Jennifer Killingsworth in FAS. 
6. Jennifer Killingsworth will forward the PSR to administrative staff for approval signatures (Controller and Senior VP of Finance). 
7. Financial and Accounting Services will establish and issue a project number to be used for all invoices paid as part of the project and journal entries relating to the project.  FAS will inform the project manager of the new project number once it is assigned.
8. FAS will record the funding entries and set up the required budget.
9. Once project related invoices are approved at department level and signed off on by the project manager, forward all invoices and journal entries to Plant Fund Accountant for secondary approval.  Plant Fund Accountant will send them to AP for payment. 
10. Review online project summary report monthly in Cognos to monitor actual spending versus budget.  Contact Valarie Waddell (ext. 3246) with questions regarding running the Cognos reports.
11. Provide additional funding information to Plant Fund Accountant as needed.  If Plant Fund Accountant receives an invoice for a project that does not have enough funding to pay the invoice, the Plant Fund Accountant will contact the project manager for further instruction or funding.
12. The project manager should contact the Plant Fund Accountant when the project is complete and any remaining funding will be transferred back to original funding source.

