
NEWSLETTER

Did you know... CAHNRS Guidelines state the Card Holder or Verifier must have
all pcard transactions verified by the end of the following month of purchase. 
We only have 60 days to dispute a transaction if it is fraudulent, otherwise, we are
responsible for the charge. 

Are you a Pcard holder?

Please make sure any correspondence sent via email does not contain Social Security
numbers. 

CAHNRS FINANCE & ADMINISTRATION MARCH 2023

PERSONNEL

We need funding included in the comments box on all
Appointment Renewals. 
Example:
Renewal Faculty appt effective XX/XX/23-XX/XX/23
Unchanged Compensation $54,062.19
Funding: 50% - GRXXXXXXXX, 50% - PGXXXXXXXX

ANNOUNCEMENTS



CONTRACTS 

TRAVEL
Spend Authorizations are required for all out-of-state and foreign travel. Your
Spend Authorization must be submitted into Workday and be approved prior to the
trip start date. and before you purchase airfare. This applies to External Committee
members as well. 
Watch for the new travel training tutorials debuting on March 1st. https://business-
center.cw.wsu.edu/travel/, Thank you Adriana Rivera for all your hard work! 
Mileage reimbursement - Remember to provide the departure & destination
locations in the memo line. A screenshot from google maps works very well to help
verify mileage. 

You don't need luck to have your contract
submission go through smoothly! 
We added a guide to help you complete a Contract
Request Form, so be sure to check it out and see the
latest contract news on our website:
https://business-center.cw.wsu.edu/contracts/
CAHNRS Contract Request Form Instructions  

It's not too soon to submit your contract requests
for summer activities! 
Statewide and national fairs and events are right
around the corner. Get your events, venues,
facilities, and activity contracts approved early! 

Please reach out to us at contracts.bc@wsu.edu with questions - we're happy to help! 
Need more detailed help on WSU contracts and processes? 
https://purchasing.wsu.edu/personal-services-contracts/
https://rebo.wsu.edu/required-documents/
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