
BOC-Davis Responsibilities 9/1/16 
 
 
 

Business Agreements 
Function Primary Backup 

Jeri Marcie* 
Business Agreement invoices 
Independent contractors Agreements 
Independent contractor payments 
Requisitions over $5K 
Payment requests PRs >$5K 
Payment request line item receiving 
Requisitions under $5K 
Payment requests for PRs <$5K 
Disbursement vouchers 
- telecoms payments 
- honoraria 
- employee reimbursements 
New vendors 
Credit memo 
Mytravel/Entertainment 

 
Academic relocations 
Purchasing card purchases 
Purchasing card reconciliations 
Corporate T&E card 
- venue deposits, interim and final payments 

Jeri Marcie 
Jeri Marcie* 
Jeri Marcie 
Jeri Marcie* 
Jeri Marcie 
Jeri Marcie 
Marcie Jeri 
Marcie Jeri 
Marcie Jeri 

 
 
 
 
 

Jeri/Marcie  
Jeri/Marcie 
Marcie - lead Melissa 
Jeri - second 

Melissa Jeri 
Marcie Jeri Zach 
Jeri/Melissa 

Jeri Marcie Zach 

- conference/entertainment deposits and final payments 
- FastTrack payments 

 

Capital Projects Melissa Zach  
UCO Buy Marcie Jeri 
Parking permits Marcie Jeri 
BOC office supplies Marcie Jeri 
Communications ATR Marcie Zach 
Equipment custodian/inventory Marcie Sally 
Filing/ file maintenance Marcie Jeri 
Payroll Ann Melissa Emily 
Retroactive payroll adjustments (EDLR) Ann Melissa Emily 
Payroll Review Emily Zach  
EDLR review Zach Emily  
Payroll transfers (SET) Emily Zach  
Ledger review Account manager   
Checks/cash  handling Melissa Zach  

Gift UDEV form               Jeri Melissa  
Research checks Zach Melissa  
Online giving 

 

* with backup from Zach 

Zach Sally  
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