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Policy and 
Procedure 
Purpose



Purpose
Last fiscal year, the Controller’s 
Office undertook a comprehensive 
policy and procedure update 
project. 

This webinar series will provide a 
high-level overview of Controller’s 
Office policies and procedures, 
including updates.



University Policies and Procedures
The University-Wide Policies and Procedures Manual is 
maintained by the Office of the Provost.

Controller’s Office policies are captured in the Administrative and 
Finance section (FINA) and are also included in our Resources 
and Training Toolbox (Policies & Procedures section) along with 
accompanying procedures and appendices.

https://sc.edu/about/offices_and_divisions/provost/policiesandprocedures/universitypolicies/
https://sc.edu/about/offices_and_divisions/provost/policiesandprocedures/universitypolicies/
https://sc.edu/about/offices_and_divisions/provost/policiesandprocedures/universitypolicies/
https://sc.edu/about/offices_and_divisions/controller/toolbox/index.php
https://sc.edu/about/offices_and_divisions/controller/toolbox/index.php


Policy and Procedure Basics

Additional supplemental policies and procedures can be developed 
internally at the unit or departmental level, but they cannot contradict the 
overarching policies and procedures of the University.

Procedure 
Accompanies policies and details 
how compliance with those 
requirements is achieved

Policy 
Details what is required by federal, 
state, local, and/or University 
requirements and best practices



Compliance Policies and Procedures
Policy Procedure

FINA 1.30 – Records Retention Records Retention

FINA 5.40 – Financial Management Disclosure N/A

FINA 5.50 – Tax Exempt Bonds N/A
FINA 5.60 – External Audit Management N/A

FINA 7.10 – Tax Management Tax Management

https://sc.edu/policies/ppm/fina130.pdf
https://sc.edu/policies/ppm/fina130.pdf
https://sc.edu/policies/ppm/fina130.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/fina_1.30_procedure-records_retention.pdf
https://sc.edu/policies/ppm/fina540.pdf
https://sc.edu/policies/ppm/fina540.pdf
https://sc.edu/policies/ppm/fina540.pdf
https://sc.edu/policies/ppm/fina550.pdf
https://sc.edu/policies/ppm/fina550.pdf
https://sc.edu/policies/ppm/fina550.pdf
https://sc.edu/policies/ppm/fina560.pdf
https://sc.edu/policies/ppm/fina560.pdf
https://sc.edu/policies/ppm/fina560.pdf
https://www.sc.edu/policies/ppm/fina710.pdf
https://www.sc.edu/policies/ppm/fina710.pdf
https://www.sc.edu/policies/ppm/fina710.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/fina_7.10_procedure-tax_management.pdf


FINA 1.30 – 
Records 
Retention



FINA 1.30 – Records Retention

NEW policy

• 2 CFR 200.334 and the SC Department of Archives and History require records to be 
maintained for a specific retention period.

• Financial records must be easily retrievable for examination by authorized departmental 
and central administrators, auditors, and other authorized individuals.

• Records must be maintained in a secure location that provides appropriate confidentiality 
and protection from unauthorized inspection, theft, and physical damage.

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR4acc10e7e3b676f/section-200.334
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR4acc10e7e3b676f/section-200.334
https://scdah.sc.gov/sites/scdah/files/Documents/Records%20Management%20(RM)/Schedules/genskedSCU.pdf


FINA 1.30 Procedure – Records Retention

• Any retention schedule developed at the unit/department-level to meet individual 
operational needs must be approved by the University Controller.

• Electronic records maintained in PeopleSoft will be retained permanently.

The general records 
retention period is 3 

years.

Endowment records must 
be retained for 10 years 

or until all funds are 
exhausted, except for 

permanent endowments, 
which must be kept in 

perpetuity. 

Sponsored award 
records must be retained 

for 7 years after the 
contract end date

NEW procedure



FINA 5.40 – 
Financial 
Management 
Disclosure



FINA 5.40 – Financial Management 
Disclosure

NEW policy

Certain financial 
information must 
be communicated 

to the Board of 
Trustees to ensure 

consistent and 
relevant disclosure 

for informed 
decision making.

All financial issues 
occurring at the unit 
or department level, 

regardless of 
amount, should be 

promptly 
communicated to the 
Controller’s Office by 

unit/departmental 
personnel.

The Controller’s 
Office will make 
the appropriate 
determination 

regarding which 
matters need to be 

subsequently 
reported to the 

Board of Trustees. 



FINA 5.50 – Tax 
Exempt Bonds



FINA 5.50 – Tax Exempt Bonds

• Per SC Code of Law 59-117-320, only the Board of Trustees is authorized to secure 
bonds on behalf of the University.  The Chief Financial Officer and University Controller 
serve as appointed designees.
o All bonds require final review and approval from the Board of Trustees, the Joint 

Bond Review Committee, and the State Fiscal Accountability Authority prior to 
issuance in coordination with the State Treasurer’s Office.

• The Controller’s Office monitors post-issuance compliance for the University’s tax-
exempt bonds, including private business use, arbitrage, the expenditure of bond 
proceeds, retention, and disclosure.

NEW policy

https://www.scstatehouse.gov/code/t59c117.php
https://www.scstatehouse.gov/code/t59c117.php
https://www.scstatehouse.gov/code/t59c117.php
https://www.scstatehouse.gov/code/t59c117.php
https://www.scstatehouse.gov/code/t59c117.php


FINA 5.60 – 
External Audit 
Management



FINA 5.60 – External Audit Management

NEW policy

The University 
undergoes periodic 
external audits of 

fiscal and 
administrative 

management to 
ensure that funds 
and resources are 
used and reported 

appropriately.

The Controller’s 
Office is the 

designated point of 
contact for all 

external audits and 
is responsible for 

audit coordination.

Departments must 
promptly notify the 
Controller’s Office 
of external audit 

requests and 
should not engage 

with auditors or 
attend meetings 

without its 
representative.



FINA 7.10 – Tax 
Management



FINA 7.10 – Tax Management
• The University’s tax function is centralized within the Controller’s Office 

to promote standardization, compliance, and limit tax exposure.

• All activity between the University and tax authorities or regulatory 
bodies (e.g., IRS, SCDOR) must flow centrally through the Controller’s 
Office Tax Team.

• Only the Controller’s Office is authorized to use the University’s FEIN for 
tax-related purposes.

• Refer to policy for the primary responsibilities of the Controller’s Office 
and units/departments.

NEW policy



FINA 7.10 – Tax Management

The University is generally 
exempt from federal 
income tax, per IRC 
Section 115; however, in 
certain circumstances, 
activity may be taxable as 
unrelated business 
income.

The University is not 
generally exempt from 
state and local sales and 
use tax.1 Only the 
Controller’s Office is 
authorized to provide 
exemption and/or reseller 
certificates for use by a 
unit/department.

Non-resident suppliers 
not registered with the 
SC Secretary or State or 
SC Department of 
Revenue will be subject 
to additional withholding 
tax for certain payments.

0

1. This includes sales, use, accommodations, hospitality, and admissions tax.



FINA 7.10 – Tax Management
• Applicable transactions are subject to an 

additional accommodations and admissions tax.

• The University is required to provide Form 
1099s to suppliers who receive certain 
payments exceeding $600 (or $10 for royalty 
payments).  The Controller’s Office Tax Team 
generates 1099s, but to ensure accuracy, 
units/department must use the appropriate 
account codes for payments and suppliers 
must furnish appropriate information during the 
registration process.



FINA 7.10 – Tax Management
• Income paid to a foreign person/entity is taxable unless exempt under a treaty or 

Internal Revenue Code section or foreign sourced income.

• Foreign nationals are strictly limited in what sources of income they are authorized to 
accept.  Payment allowability is based on visa status and compliance with explicit 
documentation requirements.

• Scholarships, fellowships, and grants awarded to non-resident aliens that exceed the 
cost of required tuition and fees are subject to a 14% tax withholding unless a treaty 
exists between the U.S. and the student’s country that reduces or exempts the tax rate.

• In lieu of a Form 1099, a Form 1042-S is used by the Controller’s Office Tax Team to 
non-resident aliens.



FINA 7.10 – Tax Management
• Only student organizations whose funds are accounted for separately, 

versus within the University, may apply for their own EIN. Use of the 
University’s FEIN is not permitted.

• Giveaways or prizes that qualify as taxable fringe benefits must be 
reported to Payroll for proper W-2 reporting.

• Remote employees are taxed based on their work location and must 
keep their address updated in the payroll system to ensure correct 
withholdings.



FINA 7.10 Procedure 
– Tax Management

NEW procedure

All domestic and 
international 

suppliers must 
register in the 

Supplier Self-Service 
Portal with required 

documentation.

The University 
does not work with 

sanctioned, 
suspended, or 

debarred entities.

A weekly TIN 
match is conducted 
to ensure supplier 

name and TIN 
accuracy.

Employees must 
avoid and disclose 

any actual or 
perceived conflicts 

of interest when 
selecting suppliers.



FINA 7.10 Procedure 
– Tax Management

• On an annual basis, the Controller’s Office Tax Team 
distributes a UBIT Questionnaire. Units/departments are 
required to submit timely and accurate information.

• The Tax Team completes and submits monthly state tax 
returns for sales/use, accommodations, and admissions 
tax.  Units/departments must submit required 
information to the Tax Team by the 10th of every 
month.

• The University does not have a Value Added Tax (VAT) 
number. The University should not have to pay VAT for 
goods or services to be used in the U.S.  If VAT-related 
issues arise, please coordinate with the Tax Team. 



FINA 7.10 Procedure 
– Tax Management

• Refer to the Withholdable Account 
Codes resource for a listing of the 
account codes that generate 1099s.

• A properly completed W-8 will be 
required before a foreign 
individual/entity is set up as a supplier 
and a payment is issued. Refer to the 
Payments to Foreign Nationals Matrix 
for the documentation requirements.

https://sc.edu/about/offices_and_divisions/controller/documents/1099_account_code_guide.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/1099_account_code_guide.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/1099_account_code_guide.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/matrix-payments_for_foreign_nationals.pdf


FINA 7.10 Procedure 
– Tax Management

The following employee fringe benefits are taxable:

(e.g., gift cards) 
regardless of value.  

Cash and Cash 
Equivalents

01

(e.g., items with 
University logo) 
exceeding $50.

Swag Giveaways

02



Training and 
Communication



Where to Find the 
Resources

For Policy and 
Procedure resources, 
visit the Policies and 

Procedures page found 
in the Resource and 

Training Toolbox section.

https://sc.edu/about/offices_and_divisions/controller/toolbox/policies_and_procedures/index.php
https://sc.edu/about/offices_and_divisions/controller/toolbox/policies_and_procedures/index.php


Where to Find the 
Resources

For training resources, 
visit our Business 

Manager page in the 
Resource and Training 

Toolbox section.

https://sc.edu/about/offices_and_divisions/controller/toolbox/business_manager/index.php
https://sc.edu/about/offices_and_divisions/controller/toolbox/business_manager/index.php


Questions



Controller’s Office Contact List
General Accounting (JEs, JVs, Apex, GL issues/Questions) Email Address

General Email Address genacctg@mailbox.sc.edu

Cash Advance Settlement cashadvc@mailbox.sc.edu

Payroll Retro Journal Entries retroje@mailbox.sc.edu

Chartfield Maintenance cfmaint@mailbox.sc.edu

Moving & Relocation Mailbox moving@mailbox.sc.edu

PeopleSoft Finance Security Requests pssecure@mailbox.sc.edu

Accounts Payable Email Address

General Email Address ap@mailbox.sc.edu

AP Uploads apupload@mailbox.sc.edu

Supplier Maintenance apsupplr@mailbox.sc.edu

Travel Office Email Address

General Email Address teoffice@mailbox.sc.edu

Student/Non-employee Travel Authorizations and Travel Reimbursement Vouchers tesubmit@mailbox.sc.edu

mailto:genacctg@mailbox.sc.edu
mailto:cashadvc@mailbox.sc.edu
mailto:retroje@mailbox.sc.edu
mailto:cfmaint@mailbox.sc.edu
mailto:moving@mailbox.sc.edu
mailto:pssecure@mailbox.sc.edu
mailto:ap@mailbox.sc.edu
mailto:apupload@mailbox.sc.edu
mailto:apsupplr@mailbox.sc.edu
mailto:teoffice@mailbox.sc.edu
mailto:tesubmit@mailbox.sc.edu


Controller’s Office Contact List
Capital Assets Email Address

Physical Inventory physinv@mailbox.sc.edu

Capital Leases lease@sc.edu 

Cash Management and Treasury Email Address

General Treasury Email Address treasury@mailbox.sc.edu

Program Expense Card cards@mailbox.sc.edu

Team Card teamcard@mailbox.sc.edu

Travel Card travelcard@sc.edu 

Compliance and Tax Email Address

General Compliance Email Address controllercompliance@sc.edu 

General Tax Email Address tax@mailbox.sc.edu

Research/Development Sales/Use Tax Exemptions rdequip@mailbox.sc.edu

Time and Effort Reporting timeandeffort@sc.edu

mailto:physinv@mailbox.sc.edu
mailto:lease@sc.edu
mailto:treasury@mailbox.sc.edu
mailto:cards@mailbox.sc.edu
mailto:teamcard@mailbox.sc.edu
mailto:travelcard@sc.edu
mailto:controllercompliance@sc.edu
mailto:controllercompliance@sc.edu
mailto:controllercompliance@sc.edu
mailto:controllercompliance@sc.edu
mailto:tax@mailbox.sc.edu
mailto:rdequip@mailbox.sc.edu
mailto:timeandeffort@sc.edu


Controller’s Office Contact List
Grants and Funds Management Email Address

Sponsored Award Specific Questions Contact your Post Award Accountant (PAA)

Payroll Email Address

General Email Account payroll@mailbox.sc.edu

mailto:payroll@mailbox.sc.edu


 

THANK YOU!
Address:
1600 Hampton Street
Columbia, SC 29208

Contact Number:
Phone: 803-777-2602
Fax: 803-777-9586

Email Address:
controller@sc.edu

Office of the Controller

Alone, we can do so little; together, 
we can do so much.
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