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Mandatory Code of Ethics Training 
JoAnn Pugh 
Individuals who currently have access to one or 
more of the following systems: the Procurement 
Card System (this includes cardholders and 
reallocators), PeopleSoft Finance and PeopleSoft 
Human Resources will be required to complete 
Code of Ethics training to continue their access. 
 
Current users will only be required to complete the 
Code of Ethics training once to retain their current 
access. The training will be provided through 
Blackboard and is expected to begin November 1, 
2005.  Users who have not completed the training 
by early January 2006 will have their access 
deactivated.   
 
Please watch for announcements regarding this 
required training.  The announcements will provide 
you with information about how to enroll and 
complete the course.  If you have questions, please 
contact Kathy Illian,  UCDHSC Training Manager, 
at  Kathleen.Illian@uchsc.edu or call (303) 315-
2253. 

 
The Code of Ethics policy can be located on the CU 
system Controller’s web pages at:  
http://www.cu.edu/policies/Fiscal/Fiscal-Code-of-
Ethics.pdf 
 
 
 
 
Financial Compliance Has A New 
Website 
JoAnn Pugh 
Please visit our site where you will find a number of 
resources links as well as other useful information. 
 
http://www.uchsc.edu/finance/compliance1.htm  
 
If you have comments or suggestions, please 
contact  JoAnn Pugh, Financial Compliance 
Auditor, at Joann.Pugh@cudenver.edu, (303) 315-
2271.   We welcome your input.  
 
Special thanks Kathy Illian who worked hard to get 
the new website up and running.   
 
 
 
  

 
Quotable Quote 

 
 
In playing ball, or in life, a 
person occasionally gets the 
opportunity to do something 
great.  
 
When that time comes, only 
two things matter:  
 

 
Being prepared to seize the moment 

and 
Having the courage to take your best swing. 

 
Hank Aaron Baseball player 
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New Alcohol Purchase and Provision APS 
By E. Kim Huber, Controller 
President Brown approved the new Alcohol 
Purchase and Provision Administrative Policy 
Statement (APS) on September 1, 2005.  To view 
the new APS, policy attachments, and Q & A go to: 
http://www.cu.edu/policies/Fiscal/index.html.  A 
process flow chart on the requirements of the new 
policy is available on the Finance web site at 
http://www.uchsc.edu/finance/APS_ALC.doc. 
 
The APS prohibits the use of University Funds for 
the purchase of alcohol, except in the following 
instances: 
 
1. Research Purposes (e.g. rubbing alcohol for 

sterilization). 
 
2. Alcohol Purchased for Resale by a University 

Licensed Establishment (purchases must be 
made out of Fund 20 and a copy of the license 
must be attached to all procurement requests). 

 
3. Conferences that are formal meetings of a 

number of individuals for discussions, or 
consultation on a serious identified topic, where 
admission is charged to those attending; alcohol 
purchases “do not” require prior approval from 
the Vice Chancellor for Administration and 
Finance.  However, alcohol purchases must be 
out of a Fund 20 or 29 speedtype that was 
specially established for the conference.  
Necessary Forms (completed and approved 
prior to start of a conference) include: 

 
 Special Permit if event is open to the public 

and/or alcohol is being served, or sold at a 
location that is not licensed to dispense 
alcohol. 

 Alcohol Purchase Authorization (see 
attachment B to the new APS policy). 

 
Route the completed forms to the PSC along 
with the appropriate procurement documents for 
the purchase of alcohol, as well as a copy of the 
conference brochure. 

 
4. Official Functions that are meetings, meals, 

training or other functions (not a conference), 
hosted by the University, attended by guests of 

the University and held for official University 
business.  The requirement for there to be a 
predominance of individuals (greater than 50%) 
to be non-employees at an official function has 
been eliminated.  However, University 
employees at official functions should be the 
minimum number necessary to carry out the 
function.  The following guidelines apply to 
official functions when serving alcohol (note: all 
required forms must be completed and approved 
prior to start of any official function): 

 
 If alcohol purchased with University funds: 
• Purchase must be out of a Fund 34 gift 

speedtype with a “Y” attribute to signify 
that the gift has been given to the 
University for “entertainment, donor 
cultivation and/or personnel recruitment.”  
Currently, UCDHSC does not have any 
gifts funds that meet this restriction.  
Discretionary gift funds may “not” be used 
for alcohol purchases.  Departments may 
seek out new donors, or request the donor 
to provide a written letter to change the 
restriction of an existing gift.   

• Determine if a Special Permit is required 
based on the circumstances of the official 
function.   

• Complete the Alcohol Purchase 
Authorization form (Attachment B to the 
new APS policy) and obtain departmental 
approval.  Route to the Vice Chancellor of 
Administration and Finance for campus 
approval. 

• Route completed forms to the PSC along 
with the appropriate procurement 
documents for the purchase of alcohol. 

 
 If alcohol is provided “without” a University 

purchase and held at a licensed 
establishment to serve alcohol, complete the 
PSC Official Function form at website 
http://www.cu.edu/psc/forms/ and obtain 
departmental approval. 

 
New Alcohol APS continued on page 6 
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What are Internal Controls? (Part One)  
JoAnn Pugh 
During the training for the University’s new Fiscal 
Certification policy, some participants wondered 
what the term ‘internal controls’ meant and how to 
determine if their unit’s internal controls were 
adequate.   
 
To address those needs, I will present a series of 
articles addressing internal controls.  This is the first 
article in the series and will focus on the purpose of 
internal controls, who is responsible for them and 
provide examples of department internal controls in 
relation to separation of duties.  Future articles will 
provide some guidance in conducting a general 
control assessment by providing areas that should 
be reviewed and what to consider in each area.  In 
addition, a hypothetical case will be presented that 
will outline potential internal control problems.    
 
The purpose of internal controls is to successfully 
facilitate the achievement of the University’s goals 
and objectives in alignment with its mission.  
Internal controls are broadly defined as the 
processes that the university puts in place to enable 
it to provide reasonable assurance that the following 
objectives are being met: 
 
• Effectiveness and efficiency in its operations,  
• Reliability in its financial reporting, and  
• Compliance with applicable laws and 

regulations. 
 
Internal Controls encompass actions that ensure: 
• Protection of University assets (e.g., cash, 

supplies, equipment, student information, 
personnel records) from theft or unauthorized 
access. 

• Adequate approvals and records retention to 
ensure accurate and reliable financial 
information. 

• Proper separation of duties.  This means the 
same person should not be allowed to approve 
and input/create transactions. 

 
Who is responsible for internal controls?  We all 
are!  Therefore, it is imperative that our conduct is 
in alignment with the internal control objectives 
outlined above.  Internal control procedures can 
vary between departments due to differing operating 

structures and personnel.  Therefore, it is important 
for fiscal managers to establish internal control 
procedures, inform fiscal staff of their role and 
continue to monitor these procedures to ensure that 
internal controls are adequate.  The University’s 
Fiscal Roles and Responsibilities policy statement 
outlines fiscal roles within the university 
(http://www.cu.edu/policies/Fiscal/Fiscal-
RolesResponsibilities.pdf).   
 
Internal controls encompass all of the areas listed 
above but separation of duties can be the most 
problematic for some departments.  Separation of 
duties requires that at least two individuals who are 
knowledgeable on the policies and procedures are 
involved in ensuring the appropriateness and 
accuracy of each transaction.   The following are 
examples of how departments can ensure that they 
have established adequate separation of duties:   
 
• For the procurement card, the Cardholder 

submits purchase receipts to his/her Approving 
Official on a monthly basis.  The Approving 
Official reviews the receipts to ensure the 
following:   

 
 Each transaction has a supporting receipt 

that details the items purchased; 
 Each transaction excluded taxes; 
 Each transaction is an appropriate 

University purchase and complies with 
University and other applicable regulations 
(i.e., Federal or State regulations). 
 

• For Payroll transactions, the Payroll Liaison 
inputs hours for students and the Fiscal Manager 
reviews the information and approves the 
transaction in PeopleSoft. 

 
• For Journal Entries and Purchase Orders, Fiscal 

Staff inputs the journal entry or purchase order 
and the Fiscal Manager reviews and approves 
the transaction in PeopleSoft.   
 

• For Financial Statement Reviews, Fiscal Staff 
reconciles backup documentation to the 
transactions appearing in the Detail of Financial 
Transaction Statement.  The Fiscal Manager  
 

What Are Internal Controls continued on page 5 
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What Are Internal Controls continued from page 4 
 
• reviews the Detail statement to ensure  

transactions are appropriate. A detailed review 
of the monthly financial reports is the number 
one defense to detect errors and irregularities. 

 
Sometimes due to limited staff resources, separation 
of duties is not possible and one individual creates 
and approves transactions.  Such instances 
compromise internal controls and require 
compensating controls to ensure that all transactions 
are proper and accurate.   
 
Compensating controls usually involve an 
independent person reviewing transactions after 
they have been recorded (i.e., review of the monthly 
Detail of Expenditures report).  Because of this, 
compensating controls are less favorable.  Adequate 
separation of duties prevents many errors and 
inappropriate transactions before they occur.  
 
More information on compensating controls may be 
found at http://www.cusys.edu/security/ps/Internal-
Compensating-Ctrl.doc.  This document was 
created by the University Controller and includes a 
detailed compensating control procedure. 
 
If you have any questions about this article or 
financial compliance issues, please contact 
Joann.Pugh@cudenver.edu  or call 303-556-6108. 
 
 
 
 
Budget, Human Resources, and 
Institutional Research Open House 
Florie Montoya 
The Budget, Human Resources, and Institutional 
Research Open House was held on August 18th. 
Approximately 130 individuals attended the event.  
 
Many of our guests participated in a scavenger hunt 
exercise which was designed to help visitors get 
acquainted with staff of all departments.  
 
Handouts on each department were made available 
which outlined department services and included 
contact information.   

Several door prizes were awarded to visitors who 
were able to get the most items correct during the 
scavenger hunt game.   
 

Thank you to all who attended! 
 

HUMAN RESOURCES 

BUDGET 

INSTITUTIONAL RESEARCH 
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New Alcohol APS continued from page 3 
If alcohol is provided “without” a University 
purchase and held at a non-licensed establishment 
to serve alcohol, determine if a Special Permit is 
required by State based on the circumstances of the 
official function.  Complete the PSC Official 
Function form certifying compliance with the risk 
assessments outlined in Attachment C to the new 
APS policy and obtain departmental approval. 
 

 If alcohol is provided via a “Cash Bar” and 
held at a licensed establishment to serve 
alcohol, complete the PSC Official Function 
form and obtain departmental approval. 

 
 If alcohol is provided via a “Cash Bar” and 

held at a non-licensed establishment to 
serve alcohol, complete the PSC Official 
Function Form certifying compliance with 
the risk assessments outlined in Attachment 
C to the new APS policy.  This situation 
requires you to obtain a Special Permit 
prior to holding the official function. 

 
5. When is a Special Permit Required (Allow 45 

days for the special permit process) 
 

 Conferences / official functions open to the 
public and alcohol is being served, or sold at 
a non-licensed establishment. 

 
 Private conference / official functions and 

alcohol is being sold (cash bar) at a non-
licensed establishment. 

 
For complete rules regarding special permits, 
see the University Risk Management website at 
http://urm.colorado.edu/events/alcohol.html 
 

If you have any questions regarding this policy, 
please contact: 
 

Kim.Huber@uchsc.edu 
 

or call 
 

303-724-0062 
 
 

Administrative Office Holiday Closures  
Betsy Rodriguez 
The Chancellor has reviewed the 2005-06 holiday 
closure requests and determined that the Schools, 
Colleges, and Libraries will follow the holiday 
schedule previously associated with their campuses.  
See www.uchsc.edu/hr for the 2005-06 DDC and 
HSC  holiday schedule  (See calendar on page 7.) 
 
 
 
Human Resources Update 
Florie Montoya 
The Employee Relations and Training team will roll 
out the following training courses in October and 
November:  
 
• State Personnel Rules Training 
• Progressive Discipline Training 
• Team Building 
• Workplace Violence Prevention 
• A class which covers leave for classified and 

exempt professional/faculty positions 
• Developing Performance Goals and 

Measurements  
 
The training classes will be conducted for 
departments that have previously expressed interest  
and then to all supervisors and staff.   
 
A step-by-step guide for the classified staff 
selection process. has been developed by the 
Employment Services team.  To view a copy, go to 
http://www.uchsc.edu/hr/employ1.htm and click on 
Checklist for Filling Classified Staff Positions. 
 
In addition, the Employment Services team is 
currently developing a recruitment 'timeline' for 
classified positions that will include information 
about what is involved when filling a position as 
well as outline HR staff expectations, and will offer 
training classes starting in October and November 
on PDQ development and interviewing tips.  
 
The consolidated web page is under construction.  
We will continue to solicit input on policies, 
procedures and forms in order to better serve the 
campus.    Please contact Kevin.Jacobs@uchsc.edu 
with your comments and suggestions.  
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UCDHSC Administrative Offices Holiday Closures Calendar 
Monday   Tuesday  Wednesday   Thursday   Friday 

Nov 21 Nov 22 Nov 23 Nov 24 Nov 25 
   Finance 

Human Resources 
Budget 
ITS 
Student Fin Svcs-DDC 
Student Fin Svcs-HSC 
Institutional Research 
Facilities Operations* 
Bookstore-HSC 

Budget 
Student Fin Svcs-HSC 
Institutional Research 
Bookstore-HSC 

     
Dec 26 Dec 27 Dec 28 Dec 29 Dec 30 
Finance 
Human Resources 
Budget 
ITS 
Student Fin Svcs-DDC 
Student Fin Svcs-HSC 
Institutional Research 
Facilities Operations* 
Bookstore-HSC 

Finance 
Human Resources 
Budget 
ITS 
Student Fin Svcs-DDC 
Student Fin Svcs-HSC 
Institutional Research 
Facilities Operations* 
Bookstore-HSC 

Student Fin Svcs-DDC 
Institutional Research 
Bookstore-HSC 

Student Fin Svcs-DDC 
Institutional Research 
Bookstore-HSC 

Student Fin Svcs-DDC 
Institutional Research 
Bookstore-HSC 

 
Jan 2 
Finance 
Human Resources 
Budget 
ITS 
Student Fin Svcs-DDC 
Student Fin Svcs-HSC 
Institutional Research 
Facilities Operations* 
Bookstore-HSC 
 
Jan 16 
Student Fin Svcs-HSC 
 
Feb 20 
Student Fin Svcs-HSC 
 

The holiday schedule for UCDHSC administrative offices is as follows. 
 
Finance, Human Resources, Budget, and Information Technology Services will maintain minimal coverage and remain open on 
the following dates: 

November 25, 2005 (HSC holiday);    December 28-30, 2005 (DDC holidays);  
January 16, 2006 (HSC holiday)    February 20, 2006 (HSC holiday) 

 
Campus-specific holiday schedules will be followed by the areas below: 
• Student Financial Services serves location-specific student populations.  Thus, these offices will follow their respective 

campus location holiday schedule.  
• Institutional Research will follow the DDC holiday schedule. 
• Facilities Operations (located at DDC, 9th & Colorado, and Fitzsimons) will follow the campus specific holiday schedule.  

However, this is a 24/7 operation and minimal coverage is always provided. 
 
The HSC Bookstore, located at 9th & Colorado, will follow the HSC holiday schedule and will also be  closed December 28-30, 
2005. 
 
University Police at 9th & Colorado Blvd. and Fitzsimons  is a 24/7 operation and coverage is always provided. 
 


