
 
 

University Policy 

 

 
Northeastern Illinois University (the “University”) will adopt a series of financial policies to implement appropriate 
fiscal and internal accounting controls for the University community.  
 

 
This policy details appropriate fiscal controls regarding the use of Chrome River for direct payment for goods 
and services to vendors and non-employees. This policy establishes the limits for payments for goods and 
services, and assists University faculty and staff in maintaining appropriate fiscal control and stewardship of 
University funds. 
 

 
All University departments and employees. 
 

 
Chrome River: the online invoice management system utilized by Northeastern Illinois University. To visit 
Chrome River, click here. There are multiple resources available to help users navigate the system. Visit the 
resources here. 
 
Approval Level: used in the financial transaction approval process to identify a Financial Manager’s reporting 
relationship within the University’s organizational chart.  
 
Financial Manager: A University employee who has been designated as the responsible officer for maintaining 
appropriate fiscal controls and assuring the propriety of all revenues and expenditures of University Funds. 
 
FOAP: classification of revenues and expenditures within the University’s financial Chart of Accounts. An FOAP 
is made up of four major elements, the Fund, the Organization, the Account, and the Program. Each FOAP has 
an identified Financial Manager. 
 
Nonresident Alien: As per the Internal Revenue Service definition: a non-U.S. citizen who does not pass either 
1) the green card test or 2) the substantial presence test. If a non-U.S. citizen has or has had a green card in 
the past calendar year, he or she would pass the green card test and would be classified as a resident alien. If 
the individual has resided in the U.S. for more than 31 days in the current year and resides in the U.S. for more 
than 183 days over a three-year period, including the current year, he or she would pass the substantial 
presence test and be classified as a resident alien. 
 
Stipend: a non-recurring payment to students in recognition for performing a specific task or service. 
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University Funds: state appropriations, student tuition and fees, grants and contracts, auxiliary fees and 
revenues, and all other related revenues. University Funds do not include funds held or expended by the 
University Foundation. 
 
W-9: A W-9 is the federal ‘Request for Taxpayer Identification Number and Certification’. This form gathers 
information about the service provider such as name, address, business structure, and identification number. 
The University uses the information on the W-9 to help complete an IRS Form 1099. 
 
Employee/Independent Contractor Determination Checklist: this form is used to determine whether a 
service provider is an independent contractor under IRS guidelines or if an employee/employer relationship 
exists between an individual and the University. 
 

 
30 ILCS 500/ Illinois Procurement Code 
Joint Committee on Administrative Rules, Administrative Code Title 44, Subtitle A, Chapter II, Part 4 
 
State of Illinois contractual, certification, or compliance requirements may not be circumvented through 
the use of a non-purchase order transaction in Chrome River. 
 
Northeastern’s Purchasing Office is the administrative unit at the University responsible for the review, approval, 
and procurement of University goods and services from external vendors and service providers. In certain 
instances, as set forth in this policy, departments have limited authority to obtain goods or services using an 
invoice transaction submitted through Chrome River. In the case of an unplanned event or situation, the 
Requestor or Financial Manager must write a clear explanation of the unplanned event that prevented the use 
of a Purchase Order. The explanation must be approved by the Financial Manager/Alternate or Supervisor of 
the Employee if the explanation came from Financial Manager/Alternate. 
 
Financial Managers must ensure there is either an available balance at the account pool line, or an available 
cash balance in the FOAP being charged, before submitting an invoice transaction for payment in Chrome 
River. Chrome River routes invoice transactions for approval based on the dollar amount of expenditures. Any 
invoice transaction submitted in Chrome River for payment without funds available to cover the expense, will 
be returned to the Financial Manager. 
 

APPROVAL LEVELS 
≤$19,999 Financial Manager 
$20,000-$99,999 Financial Manager and Vice President 
$100,000 to $249,999 Financial Manager, Vice President, and President 
≥$250,000 Financial Manager, Vice President, President and  

Board approval needed (as necessary) 
 

 
1.  DETERMINE ALLOWABILITY OF EXPENSE 

The following expenses are eligible for direct payment via Chrome River: 
• Subscriptions for use by an academic department made to newspapers, periodicals, newsletters, 

journals, directories, or other publications (including online subscriptions) under $10,000. Excludes any 
subscriptions used for software. 

REGULATIONS 

PROCEDURES 
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• Charges for the acquisition of periodicals and subscriptions purchased for permanent library purposes. 

This does not include daily newspapers and weekly magazines not retained for permanent library 
reference. 

• Association membership dues under $10,000. 
• Conference registration fees paid to vendors and non-employees under $10,000 (seminars, workshops, 

training for an individual). 
• Reimbursement of authorized business expenses of non-employees, including any charged sales taxes 

(See F1.03.2 Non-Travel Related Business Expense and Reimbursement). 
• Stipends to students (e.g., prizes and awards under $10,000). 
• Expenses related to the search and screen process for Faculty and Administrative and Professional 

positions (See F1.03.2 Non-Travel Related Business Expenses and Reimbursement and Financial 
Manager’s Handbook: Search and Screen Job Candidate Travel Expenses).  

• Travel expenses for persons other than University employees, students, and members of the Board of 
Trustees (See F1.08.1 Travel Regulations for student travel). 

• Reimbursement via departmental petty cash funds (See Financial Manager’s Handbook: Petty Cash 
Accounts). 

• Insurance payments. 
• Real estate tax payments. 
• Return of funds from funders or government agencies for unused scholarships, fellowship and 

educational assistance grants awarded to students. 
• In the case of an unplanned event or situation, the Requestor or Financial Manager must write a clear 

explanation of the unplanned event that prevented the use of a Purchase Order. The explanation must 
be approved by the Financial Manager/Alternate or Supervisor of the Employee. If the total payments 
to vendors reaches $3,000 or more, a completed and approved Employee/Independent Contractor 
Determination Checklist (refer to Appendix B) must be submitted.  

 
2.  ENSURE PROPER DOCUMENTATION PRIOR TO SUBMISSION AVAILABILITY OF FUNDS TO COVER 

EXPENSES 
Financial Managers must ensure there is either an available balance at the account pool line, or an available 
cash balance in the FOAP being charged, before submitting an invoice transaction for payment in Chrome 
River. Financial Managers will ensure that all funding and expense documentation is complete prior to 
submission for payment. Missing documentation or insufficient funds will cause the invoice transaction to 
be returned to the department that initiated the invoice transaction in Chrome River. 
 

3.  CREATE INVOICE TRANSACTION IN CHROME RIVER  
The invoice transactions are completed by the initiating department, including the complete name and 
address of the payee, FEIN, and the FOAP to be charged, purpose for payment and amount in detail in the 
invoice transaction within Chrome River. 
 
If the vendor or individual does not appear in Chrome River, they are considered new vendors or individuals. 
Payments made directly to new vendors or individuals require a completed and signed W-9 form. individuals 
who complete invoice transactions in Chrome River will ensure that new vendors or individuals have 
completed W-9 and are submitted as part of the support documentation in the invoice transaction. If the 
payee is a student of the University, a W-9 is not required and the initiating department will include the 
student’s ID in the invoice transaction in Chrome River. 
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Note: Advise all new vendors or individuals that the W-9 form is required to be password protected when 
submitting the form via email. Passwords may not be sent in the same email with the form. The best scenario 
is to call the vendor or individual for the password to open the form. 
 
The initiating department is responsible for asking vendors or individuals if they are a Lawful Permanent 
Resident Alien. If they are, they will complete and submit the Alien Information Collection Form (see 
Appendix C) to be submitted in Chrome River as part of the invoice transaction. The International Tax 
Specialist in the Controller’s Office reviews invoice transactions payable to or on behalf of the payee to 
determine the tax withholding requirements and will contact the payee as needed. 
 
Reimbursements 
Original itemized receipts or invoices for goods or services provided, including proof of payment, are to be 
included in the Chrome River transaction for each reimbursement request.  
 

4.  ROUTING/APPROVAL PROCESS IN CHROME RIVER 
Chrome River routes the invoice transaction as outlined in the “Regulations” section. See flowchart below. 

 

 
 

Approvers review all invoice transactions for the propriety of the transactions, receipt of the goods or 
services by the University, presence of complete support documentation, and the availability of funds in the 
FOAP being expensed. Missing documentation or insufficient funds will cause the invoice transaction to be 
returned to the initiating department. 
 

5.  ACCOUNTS PAYABLE FOR PROCESSING 

Accounts Payable reviews each invoice transaction for compliance with this Policy. 
 
Funds are disbursed to payees by the Controller’s Office using the delivery instructions specified in Chrome 
River. Checks are mailed directly to payees unless prior arrangements are made with and agreed to by the 
Controller's Office. 
 

 
This policy is subject to additional changes as needed due to changes in University’s systems, regulatory 
environment, and as set forth in other University regulations. 
 

 
Illinois Procurement Code 30 ILCS 500 
Joint Committee on Administrative Rules, Administrative Code Title 44, Subtitle A, Chapter II, Part 4 
IRS NRA Withholding 
University of Illinois System Honorarium Payments 
Western Illinois University Contract Procedures  

GUIDELINES 

AUTHOR REFERENCE 
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4/28/2026 – changed out Appendix C for updated version 
5/16/2025: completed 30-day public comment period 
9/24/2024: Revised 
7/01/2019: Revised Policy Statement, Purpose of the Policy, Definitions, Regulations, and Procedures 
4/15/2018: Revised; corrected History and Related Policies sections 
7/25/2017: Revised: updated related policies. 
3/01/2015: Revised: changed hierarchical approval levels. 
Formerly Fiscal Agent Handbook: Disbursements G1: Use of Direct Payment Voucher, effective dated 
8/26/2005. 
 

 
Appendix A – W-9 Request for Taxpayer Identification Number and Certification 
Appendix B – Employee/Independent Contractor Determination Checklist 
Appendix C – Alien Information Collection Form 
 

 
Board of Trustees Regulations, Section V: Administrative Affairs, Subsection B: Purchases 
Financial Manager’s Handbook 
F1.03.2 Non-Travel Related Business Expenses and Reimbursement 
F1.08.1 Travel Regulations 
F1.99.2 Reimbursement of Moving Expenses 
I1.02.4 Identity Protection Policy 
Purchasing Quick Reference Guide 
 

 
Please direct questions or concerns about this policy to: 
 
Contact   Phone    E-Mail 
Accounts Payable  (773) 442-5146   accountspayable@neiu.edu 
 

 
The University reserves the right to modify or amend sections of this policy at any time at its sole discretion. 
This policy remains in effect until such time as the Responsible Officer calls for review. Requests for exception 
to any portion of this policy, but not to the policy statement, must be presented in writing to the Responsible 
Officer. 
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APPENDIX B 
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