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ACCOUNTING REVIEW AND PROCESSING

INITIAL ACCOUNTING REVIEW

Walk Throughs

A "walk through" is a requisition that has been hand carried directly to University Accounting.  The steps for processing the walk through are as follows:

1.  University Accounting verifies (or corrects) the header information on the requisition.  The header information reviewed will be as follows:



- OSU account number (see Table 1)



- Subcode(s)  (see Table 2)



- FY (fiscal year)



- 1099 (Y or N)



- State funding number  (see Table 1)



- Object code  (see Table 2)


Note:  If the requisition is being charged against a ledger 5 account, the requisition must be 
reviewed and approved by Grants and Contracts prior to being reviewed by University 
Accounting.

2.  University Accounting applies the approval signature stamp to the original, signifying approval by the Controller's Office.


Note:  If the requisition is for an amount greater than or equal to $150,000, the OSU Board of 
Regents will need to approve the requisition.  The approval is not required prior to the review by 
University Accounting.

3.  University Accounting applies the "Walk Thru" stamp to all copies of the requisition and detaches the yellow copy.  The remaining sections of the requisition packet are returned to the person hand carrying the form.  The person is directed to the Purchasing Department to continue the process only if all necessary signatures are applied.  Requisition will remain in Accounting and be forwarded for the necessary signatures per the Purchasing Authorizations Matrix. 
4.  University Accounting files the yellow copy of the requisition and Purchasing Department enters Requisition into system.


All Other Requisitions

1.  University Accounting verifies (or corrects) the header information on the requisition.  The header information reviewed will be as follows:



- OSU account number (see Table 1)



- Subcode(s)  (see Table 2)



- FY (fiscal year)



- 1099 (yes or no)



- State funding number  (see Table 1)



- Object code  (see Table 2)

2.  University Accounting applies the approval signature stamp to the original, signifying approval by the Controller's Office.


Note:  If the requisition is for an amount greater than or equal to $150,000, the OSU Board of 
Regents will need to approve the requisition.  The approval is not required prior to the review by 
University Accounting.

3.  University Accounting  detaches the yellow copy.  The remaining sections of the requisition packet are forwarded to the Purchasing Department to continue the process.

4.  University Accounting files the yellow copy of the requisition and Purchasing Department enters Requisition into system.

RECEIVING REPORTS

1.  Receiving reports with invoices attached are forwarded to University Accounting from the Purchasing Department.

2.   University Accounting reviews the receiving report for:


  -approval by department (as signified by signature found in the bottom of the report).


  -the stamp applied by the Purchasing Department  ("APPROVED FOR PAYMENT").

3.  University Accounting audits the remainder of the  report.  



Vendor name - must agree to the vendor name on the invoice.



Vendor FEI number - must agree to the FEI number on the invoice.



Remittance Address - should agree to the address on the invoice.



OSU account number/expenditure subcode/object code audited again for accuracy.



State funding code - audited again for accuracy.



Invoice date/amount/number - written on the receiving report by the Purchasing 


Department. This information must agree with the information on the invoice.


4.  University Accounting adds data entry coding from information provided on the receiving report by the Purchasing Department.  (Purchasing has indicated whether the shipment is a partial or a final.)


If the receiving report was given a purchase order number, the data entry coding will be 
determined as follows:



P - Partial
 



F - Final




C - Credit


Note:  If the receiving report includes several partial payments and a final payment, make 
certain only the last line is coded "F".
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