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B. 
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E. Branding 

Please note that all departments and vendors must follow University branding and licensing 
guidelines found at Logo Usage and Brand Guidelines (stthomas.edu) and 
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2. Electrical products purchased by St. Thomas shall meet the U.S. EPA Energy Star certification 
when available and practicable. 

3. When acquiring or replacing inefficient interior or exterior lighting, energy efficient equipment 
shall be purchased. 

4. When maintaining buildings, products such as paint, carpeting, adhesives, furniture and 
casework with the lowest amount of volatile organic compounds (VOCs), highest recycled 
content, and low or no formaldehyde shall be used when practicable. 

5. Carpet distributors and/or manufacturers of carpet installed at the university shall have a carpet 
recycling plan that is approved by Facilities Management. 

6. Note: Facilities Management initiates or pre-approves facilities, furniture, fixtures, and 
equipment purchases to meet these standards when available and practicable.  

 
C. 
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c. Awards greater than $250K generally require public bidding and must follow all 
university, state, federal, and grant requirements that apply. 

3. Public and Private Bidding 

a. 

mailto:purchasing.contracts@stthomas.edu
mailto:purchasing.contracts@stthomas.edu
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centralized document retention at St. Thomas. Purchasing Services will store all contracts in 
accordance with the St. Thomas record retention policy and schedules. 
 
C. St. Thomas Developed Master and Template Agreements 

To help make the contracting process efficient, Purchasing Services has established contract 
templates for common contracting situations, as well as master agreements with most preferred 
vendors of St. Thomas. Any proposed revisions, amendments, or new terms and conditions to the 
templates and master agreements require review and approval by Purchasing Services, whether 
offered or requested by you or the other party. 
 
SECTION VII. SALES TAX EXEMPTION 

St. Thomas has tax-exempt status in Minnesota and is eligible for a sales tax exemption in 
connection with the purchase of many goods and services. The St. Thomas sales tax exemption must 
be utilized when it is available in connection with the purchase of goods and services. In order to 
utilize the sales tax exemption, you must use a University credit card or university check (subsequent 
to a requisition/ purchase order process as applicable). The St. Thomas sales tax-exempt number 
may only be used for St. Thomas purchases. 
 
The St. Thomas sales tax exemption may not be applied to personal methods of payment (personal 
checks, credit cards, or cash) even if the purchase is being made on behalf of St. Thomas. 
 
SECTION VIII. INDEPENDENT CONTRACTORS 

A. Definition of an Independent Contractor 

Independent contractors are those entities or persons who provide a product or service to St. 
Thomas but are not employees or units of St. Thomas. 
 
Services typically provided by an independent contractor include but are not limited to: 

1. Consulting 

2. Entertainment 

3. Guest Speakers 

4. Game Officials 

5. Technical Services 

6. Other Professional Services 
 

B. Independent Contractor / Employee Classification  

Individuals providing services to the University may be designated as either an employee or an 
independent contractor. The classification depends on a number of factors determined by applicable 
law and regulations. 
 
Prior to entering into any goods or services contract with an individual or sole proprietor, St. 
Thomas must determine whether the individual is appropriately classified as an employee or 
independent contractor. The independent contractor portion of the vendor set-up process found in 
eBu



 
 

Purchasing and Payables Policy 
Policy Number: 800-BA-5 

Date of initial publication: N/A 
Date of latest revision: May 2023 

 
Page 12 of 23 

 

for hiring the independent contractor. The determination of an independent contractor versus an 
employee will be made by Purchasing Services in consultation with Human Resources and the 
Office of General Counsel.  
 
Written contracts are required to document the terms and 
conditions for the hiring of any person or entity (typically for $1K 
or greater) to provide goods and/or services to St. Thomas. This 
applies to independent contractors, such as speakers and 
consultants. 
 
Contracts are required for any dollar amount for co-curricular 
speakers, performers, and entertainers. 
 
C. Payments and Reimbursements to Independent Contractors 

Any fees for services or reimbursements paid to an independent contractor must be paid directly to 
the independent contractor based on the information provided on the independent contractor’s 
Form W-9. 

• A St. Thomas employee will not be reimbursed if the employee personally makes payments 
to an independent contractor. 

• Independent contractors’ fees including any reimbursements cannot be paid to another 
person or entity.  

To request payment for services provided by an independent contractor, please submit the payment 
request along with a signed contract to Accounts Payable. International visitors require additional 
documentation and may be subject to tax withholding. See Finances @ St. Thomas - International 
Visitors and Scholars (stthomas.edu) for information. 
 
SECTION IX. PAYMENTS OF EXPENSES INCURRED FOR ST. THOMAS BUSINESS 

St. Thomas will pay for reasonable, necessary, and actually incurred expenses for authorized St. 
Thomas business. All payments will be made in compliance with the Internal Revenue Service’s 
(IRS) Code and Regulations and St. Thomas policies. 
 
A. Direct Payment Methods 

While several 
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e. Non-PO invoices, independent contractor payment requests, and check requests should 
be made through eBuy&Pay payment request form 

f. 
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a. St. Thomas has competitively bid and contracted vendors for most materials and 
supplies. Departments must use preferred vendors for the purchase of goods and services 
in order to maximize savings to the university and ensure compliance with tax 
guidelines. Rapid delivery options will meet most all faculty, staff, and student needs. 

b. On rare occasions (such as while traveling or in last-minute emergencies), faculty and 
staff may purchase office supplies for business purposes (totaling under $250) on a 
university credit card or personal payment method and be reimbursed. 

2. Payments to Individuals or Independent Contractors 

a. Payments to an individual or independent contractor are not reimbursable. 
 

D. Methods of Reimbursement 

1. Employee Reimbursement 

a. St. Thomas will reimburse business expenses incurred using cash, a personal check, or a 
credit card paid from personal funds, if the expenses were incurred in accordance with 
St. Thomas policies. 

b. Employees may not make payment to an individual (domestic or foreign) from personal 
funds and seek reimbursement. Occasional exceptions may occur while traveling 
internationally and should be discussed with Purchasing Services in advance to ensure 
the expenditure is appropriate and reimbursable. 

2. Student Reimbursement 

a. Students may be reimbursed for St. Thomas expenses that have been appropriately 
approved and documented as required by St. Thomas policy. 

3. Prepaid Expenses 

a. In limited circumstances, reimbursements may be requested and made prior to the 
business expense being incurred or completed (for example: travel may be booked 
months before the trip, in which case reimbursement may be obtained prior to the 
occurrence of the trip). This method may also be used when assigning expense to the 
appropriate fiscal year. For more information, please see the Prepaid Expense Request  
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preference of ground transportation by employees to attain incentives should in no way 
influence the employee to accept a higher ground transportation cost. Ground 
transportation points/rewards used for St. Thomas business trips are not reimbursable. 

4. Meal and Entertainment Charges, Local and Non-Local 

a. St. 
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8. Spousal/Family Travel. In general, the expenses of a spouse, family, or others accompanying 
the business traveler are not reimbursable. St. Thomas will not reimburse a spouse’s or other 
family member’s expenses when the spouse or family member has no significant role or 
performs only incidental duties. When a spouse or family member who attends a function has a 
significant role in the proceedings or is involved with fundraising activities, this constitutes a 
valid St. Thomas business purpose. Prior to travel, such expenses must be approved by the 
appropriate member of the President’s Senior Staff. The spousal travel reimbursement rules are 
covered under IRS rules and regulations and may require additional documentation upon 
request from Accounts Payable.   

 
SECTION XI. OTHER EXPENSES 

1. Alcohol. Alcohol purchases will be paid or reimbursed by St. Thomas only in accordance with 
the St. Thomas Alcohol Policy. Generally, alcohol served at a St. Thomas-sponsored event, either 
on or off campus, will be paid or reimbursed only if a “Request to Serve/Use Alcoholic 
Beverages” form was submitted and approved by Dining Services prior to the event. Expense 
payment or reimbursement requests should include appropriate substantiation of the cost and 
approval through Dining Services. The "Request to Serve/Use Alcoholic Beverages" form is not 
needed for reasonable alcohol charges from a business meal. 

2. Memberships and Subscriptions. St. Thomas pays for memberships and subscriptions when 
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events, team meetings etc. at any time during the year, however departmental Christmas 
parties are disallowed in favor of the St. Thomas-wide celebration. 

NOTE: Any exceptions to gift policies must be approved by the Vice President for Business 
Affairs and a President’s Senior Staff member for the employee recipient. 

6. Fellowships, Scholarships and Grants. Fellowships, scholarships, or grants awarded to 
individuals should generally not be processed through Accounts Payable. Please connect with 
Financial Aid to process these payments. 

7. Moving Expenses. A new employee may be eligible for reimbursement of moving expenses. 
Moving expenses are reimbursed under the Moving Expense Program. Please contact Human 
Resources for more information. 

8. Charitable Contributions. In limited circumstances, St. Thomas may donate University funds 
to outside organizations as long as the donation furthers the University’s mission, aligns with its 
non-profit, charitable purpose, and comports with relevant IRS regulations and guidance for 
donations made by tax-exempt entities. In addition, unless a specific exception is approved by 
the President, St. Thomas may only donate University funds if: 

i. The donation is to a reputable tax-exempt, charitable entity; 

ii. The donation’s objective cannot otherwise be achieved through a contractual 
arrangement or other written understanding with the potential recipient that identifies 
services and deliverables consistent with St. Thomas’s mission;  

iii. The donation is $1,000 or less; and  

iv. The donation is approved by the appropriate senior staff member. 

Donations must be supported by documentation identifying the nature and amount of the 
donation; the relationship to St. Thomas; approval of the donation by the appropriate senior 
staff member; and proof of the organization’s tax-exempt, charitable status. Supporting 
documentation should be promptly provided to the Accounts Payable department along with the 
request for payment. 

NOTE: Some “donations” that are offered for business expenses, may be reclassified by Accounts 
Payable as a business expense rather than a donation provided the expense meets reasonability 
thresholds. This occasionally occurs with lodging, meals, or cultural sites managed by religious 
organizations. St. Thomas does not issue per diem payments, but reasonable lodging and meals 
should generally fall within domestic or international per diem rates published at per Diem 
Rates|GSA or U.S. Department of State | Home Page. 

9. Job Candidate Reimbursements. On a case-by-case basis, St. Thomas reimburses job 
candidates for reasonable expenses incurred in connection with on-campus interviews and 
recruiting events sponsored by St. Thomas. In most cases, the job candidate is responsible for 
payment of his or her travel arrangements and may then seek reimbursement. A complete IRS 
form W-9, valid receipts, and a payment address are required. Expenses must be reimbursed 
directly to the job candidate. An employee may not pay the expenses of a job candidate and later 
be reimbursed. 

10. Gifts and Gift Cards. Tommie Gift Cards may be ordered online through the St. Thomas 
bookstore and are chargeable to the department via an internal charge. Do not use your Wells 
Cards for internal transactions. 

Limited circumstances allow gift cards for research participants, provided tax information is 
collected by the research team and provided timely and complete to Accounts Payable. 
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