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Memorandum

To: Ariana E. Bostian-Kentes

From: Thomas P. All, Director Finance & HR
Date: January 30, 2012

Re: Concur Expense Report Audit Notice

The Oftice of Finance & Human Resources conducts a random review of DSA General Fund
Concur expense reports each month. This is done to help ensure compliance with Concur
guidelines, the DSA Travel & Expense reporting process, appropriate internal controls and
University SPG’s. As a result of a recent audit we have determined that an expense report you
submitted or approved included items that were either non-compliant or lacking accurate,
complete information.

Aftached to this memo is a copy of the Audit Summary, expense report in question, and all
accompanying receipts. The Audit Summary provides you with the details of why the expense
report item was found to be non-compliant or lacking accurate, complete information. 1f there is
an “X" in the “For Information Only” column, we are simply identifying a lack of accurate,
complete information and asking that can make sure future expense items are submitted
correctly. If there is an X in the “Action Required” column, we are identifying this as a more
significant, non-compliance issue and asking that you take specific corrcctive action as
mdicated.

Please review the attached documentation and take all necessary corrective actions that are
indicated within 10 business days. If you have any questions or concerns about this notice
please contact Earl Bell at 7-7465 (ebell@umich.edu) or Susan Stokes at 3-5752
(sbstokes@umich.edu).

The audit of DSA general fund expense reports is part of our on-going effort to strengthen our
mternal controls compliance and maintain best business practices. For more {nformation on
University and DSA Concur processes or the DSA Travel & Expense Reporting guidelines
please visit the DSA Finance & Human Resources web site at:
(http://www.umich.edu/~-dsafinhr/).

CC:  Jacqueline D. Simpson, Director Spectrum Center
Susan Stokes



DSA Audit Summary
Concur Expense Report
Non Compliance Detail

Employee [ ‘lqu"ci:é"n:—:‘l(_;erljtés,"AriahqE.: L 1‘ Date of Expense Report: 12/07/2011 :
# | Forinfo Action o . ‘ ; £ . C o
Final Approver: l Jacqueline!D. Simpson ; xpense Report Key: . 225996
Only Required ;- :
1 The expense report was not approved by the appropriate higher autharity in your unit.
2 X X ltem(s) did not have a clear business purpose. See below for detail
3 X X ltemn(s) appears to have an incorrect expense type. See below for detail
A vendor rental agreement or U-M Transportation Service Requisition was not attached to the expense
4 report. See below for detail
An online mileage calculator (such as MapQuest) was not attached to the expense report. This is required
5 in arder to verify the distance traveled for mileage reimbursement
6 A receipt was missing, and an Exception Memo was not attached to the expense report. Detail below.
A receipt was illegible, not itemized, or the amount did not match, and a cerresponding Exception Memo
7 was not altached to the expense report. See below for detail
Signatures are raquired from both the Employee and their Director for ail Exception Memos. The Exception
8 Memo is missing one of the signatures.
An item appears to be in violaion of Procurement Services Restricted Commodities list (fink:
9 http:liwww.procurement.umich.edu.fﬁIes.v'Restricted_Commodities_Special__ApprovaIs.pdf)
10 X X The following item was approved more than 45 days after the transaction date:

Summary of Information and Actlon(s) Required -- Please send all information to Susan B. Stokes

#2-For future reference, please give more clarity arou nd the Business Purpose Explaln not jUSt what was purchased but why, such as
which event it relates to.

#3 - Power Up received $500, The expense type states "Membership & Dues", however, the receipt states "Donation". Please clarify
as to what was purchased and whether or not a donation was given.

#10 - All transactions were approved more than 45 days after the transaction date. Please submitan Exception Memo explaining why.
Thank you.

All recommended action should be token within 10 business days of the receipt of this notice
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Expense Report
. Report Name : October Charges

Employee Name :

Employee ID:

Email Address:

*UM-Org Unit 3-Cepartment ID ;

Bostian-Kentes, Ariana E. AMW@W Pe 45
46785121 ;

ABOSTIAN@umich.edu &{ v
Spectrurn Center (DEAN_OF_STUDENTS-600520)

Report Header

Business Purpose :

Repaort Key :

Report Date :

Approval Status :

Payment Status :

Has Exceptions :

Processing Payment Date :
“UM-Org Unit 01-Shortcods :

: ConcurAuditor67, Concur (12/22/2011); }\_Q/QM 10.

Comment

Exceptions :

Spectrum Center coffice charges t 2
225996 Y ey

12/07/2011

Approved

Extracted for Payment

Yes

12/22/2011

155872 (LGBTA - CURRENT)

Approved LK
This report has been selected for audit.

The ShortCode at the Report Header applies to all expense lines unless allocated at the line level.

Transaction Date Expense Type Vendor City Payment Type Amount Account Code 1 Personal Expense (do not reimburse)
psaon [t SEIONN et goicla e
Business Purpose : ’ Spectrum Center office charges
Allocations : Percentage: 100.00% $30.16
Shortcode: 318203 (Spectrum 40th Anniversary)
ICR Exempt: N
Comment : Bostian-Xentes, Ariana E. {12/07/2011). material for SC40 J
Cctober film series event
10/20/2011 ?:J";ﬁ'izg‘mz:kmng BUTFONMAKERS.NET  Seattle ?:rsgs:gf;‘é'ar 4 98789 { se50 No
Business Purpose :  Spectrum Center office charges
Commant : Bostian-Kentes, Ariana E. (12/07/2011); button making
supplies
/
10/20/2011 Online Surveys SURVEYMONKEY.COM x‘g‘m g'::;::gf:éar 5 szoo.oo‘/alssso No
Business Purpose :  Spectrum Center cffice charges
Comment : Bostian-Kentes, Ariana E. (12/07/2011): yearly surveymonkey
subscription
10/19/2011 Membership & Dues  POWER UP Los  MasterCard- (pn, 04 -/614930 No

Business Purpose :

Angeles Corporate Card

Spectrum Center office charges . .BA, “H(\A.O [/ va\é M'P
on e Aaeeipl ¢

1/10/2012 10:46 AM
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https://www.concursolutions.com/Expense/Client/print_cpr.asp?type...

Allocations : Percentage: 100.00% $500.00
Shortcode: 304714 (Spectrum Center Gift Fund)
KCR Exempt: N
Comment : Bostian-Kentes, Ariana E. (12/07/2011): Laura Karpman
honor by Power Up Films membership ,
10/07/2011 :ﬂhe‘ji‘:graph'dﬂed'm" FRAMELINE m;ems ?;?::grca 4 332236 J 614990 No

Business Purpose :
Commant :

Spectrum Center office charges
Bostian-Kentes, Ariana E. (12/07/2011): Leshian history film

Report Total : $850,41
Personal Expenses ; $0.00

Total Amount Claimaed ; $850.41
Cash Advance Utilized Amount : $0.00
Cash Advance Returns Amount : $0.00

Company Disbursements
Amount Due Employee : 50.00
Amount Due Company Card : $850.41
Total Pald By Compary : $850.41

Employee Disbursements
Total Paid By Employee : $0.00

1/10/2012 10:46 AM



Conour - Travel and Expense

ToP

A AU
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TOP

TOP

BOTTOM

BOTTOM

FAX COVER PAGE

{see instructions pelow)

Report Name :
Employee Name:
Report Key :
Report Id
Employee [D;

"Company ID ;

Report Total :

Amount Due Employee :

Report Summary

Receipts to Fax

Fax this page and your receipts to:
866-428-9026 Inside US/Canada

October Charges
Bostian-Kentes, Ariana €.
225896
84712F024B0742BFAR17
46785121

DCFBS

$850.41

$0.00

Amount Due Company Card: $550.41

E% 10/20/2C11; Advertising/Marketing/Pubsic Relations; $87.89;
[® 10/19/2011; Mzmbership & Dues; $500.00:

F9 10/20/201% Cnline Surveys; $200.00;

INSTRUCTIONS FOR FAXING DOCUMENTS

{do not fax this page)

Page | of 2

atrps://www.concursolutions.com/expense/client/print_cpr.aspftype~1001&opt=PAR_REG&AU-ALW_E... 12/9/2011



Spirit Halloween |
&nn Arbor $60430 i
W Sradium Bivd i
Ann srbar, MT 45:03
(734) 987-T172 |

Late: 10/26/11 5:27 P Sora: g4 %H| {
Register: 1 Trans: 1991
Casrier: 3094014 :
Trans Tyoe: SALE !
HT CAC DEVIL PN 2,95 T :
0103706 18959 .
SV FITCHFOR: S 3.8 X -
01069087 12z.99 .
SPIDERWED WHTTE 3.99 T¥
00655845 183,499
CL FINGE PUPPET 2,45 T¥
008802 1 # 4.99

"yt Get 2nd 5% off: -7.80
.. FMPEN PCPPER 7.99 TY
TTTIRG 187.95

CYOU SAVED . §2.50

Subtotal: 28.45

iX Taxable Amount: 28,45
TX (6.009%) Tax: 1.71
Tatg?: 3¢, 16

MESTERCARD (m]o )
Sk pbeikr 3090 3

BOSTTAN-KENTES/ARTANA €
AUTHE 178580

m@khuhr%mmm

oirit Wa ) Towsen

#E WL GLADLY ACCEPT REFURDS ;
AND EXEHANGES 1P TO 15/3° ;
AS LUNG AS THE TVEM IS RESALABLE, :
IN IS OILGINSL PACKAGE AND
1T IS ACCOMPARIED BY A
RECETPT CF PURCHASE

Jur store never ¢loses,
visit us oniine 24/7 &
wone. Spirithal Joween. con

~tke us on Facehook
4F:yr-_ﬂt\ﬁ|_‘|lk_ﬂ!im{3ﬂi l"ftﬂal ]ﬂwew .



Bostian-Kentes, Arlana

From: Button Makers.net <info@ButtonMakers.net>

Sent: Thursday. Octeber 20, 2011 10:59 AM

To: i Bostian-Kentes. Ardana

Subject: ButtonMakers.net Order 116888 has been received.

Thank _vou‘ so much for ordering from ButtonMakers.net! Relow is an invoice of your order for your records. If
necessary, you may update your order directly by following the link below (login required). If you have
questions or conuncnts, please reply to this email,

With warm regards from your friends at ButtonMakers.net

. ——— -

ButtonMakers.net invoice

Order Number: 116888

Detailed Invoice: ordor id=]1 16888

Date Ordered: Thursday 20 Qctober, 201 |

Products

1 x Pimed Back Button Supplies 1-3/4 inch x 1,000 (175sets1k) = $61.00
Sub-Total: $61.00
PgsmLQEarcd.,Eggjillsﬁmated 2 - 9 Days): 526.89

('T‘otal: $87.89 ¢
— D
Delivery AGdress—
Spectrum Ceonter
Ariana Bostian-Kentes
530 South State Strect
3200 Michigan Union
Ann Arbor, M1 48109
[Inited Srates

Rilling Address
Spectrum Center
Ariana Bostian-Kentes
530 South State Street
3200 Michigan Union
Ann Arbor, MI 48109
United States

Payment Method

Credit Card




Bostian-Kentes, Ariana

From:
Sent:
To:

* Subject:

SurveyMonkey <auuveymdnkey@go.surveymOnkey.com>

Thursday, Oclober 20, 2011 5:03 PM

Bostian-Kentes, Ariana

SurveyMonkey Payment Receipt

Thank You for Your Payment

Dear Ariana Gostlan Kentas,

s SurveyMonkey®

Ly

i by Help

Thank you for your payment on Cct 20, 2011, Beiow, yeu'l find 51l the detzils you need.for your
reccrds,

Payment Amouni:

Billing Period:

Sep 24, 2011 10 Sep 23, 2012

" BHLLING DETAILS

i._!.-"'rlm n.-

Billing Name:

Billing Address:

Billing Email Address:

Credit Card:

Credit Card Numbesr:

Ariana Bostan-Kentes

53Q South Staie St, 3200 Michigan Union

Arn Arbor, US -Mi
US 48109-1308

MABTERCARD

Encing with 396

Don't want to receive Payment Receipts?

iManage ».



POWER UP INVDICE # 011 -001

Professional Organizatian of Women in Entertafoment DATE: NOVEMBER 6, 2011
Recching UP DATE DUE: PAHD

POWER LP
419 N, Larchmont Blvd., #1283
Los Angeles CA 90004, USA

Fhone +1{323) 463-3154
infupowerupfilms.ory
www._powerupfiims.org

POWER UP Non Profit ID # 95-4886797

TO  jackis simpsan
director, Spectrum Cenzer
Division of Student Affairs
University of Michigan
734.763.4186+<tel:734,763,4186
spectrumcenter.umich, edu<http:/ /spectrumcenter.umich.edu

ory . .- DESCRPTION . . UMIT PRICE LNETOTAL |
donaticn_) Laura Karpman i 500
S—— :

November 6, 2011
POWER PREMIERE 2011 suToTAL | 500

TOTAL - IF CRECX

This donation is tax deductible to the fullest extent of the law. TOTAL ( 500 )

THAHK YOU FOR YOUR SUPPORTI




- Bostian-Kentes, Ariana

R,
From: boxoffice@frameline.org
Sent: Friday, October 07, 2011 8:36 AM
To: Bastian-Kentes, Ariana
Subject: Frameline Qrder Confirmation- #885219

Dear Ariana Bostian-Kentes,

Thank you for placing your order with Frameiine. Please review the iters ordered below,

Far Memberships f
if you recently contributed to Frameline as a new member via mail, fax, or our website, you will recelve a formal
acknowledgment of your gift with your membership card(s) in the mail. Thank you for you support!

For DVE Orders |

Your DVD order will be shipped to the bilitng address you provided. if you would like to ship the order to a different address,
please emait distribution@f{rameline.grg. OVDs will ship within 10 business days via USPS Flest Class Mail. Thank you for your
arder!| :

Thank you for your interest in Framefine and for supperting queer film.

Cheerst
Frameline

Order Details

Order Number ;8849219
Date 1 10/7/2013
Sales Channel : Web
SubTotal  :530.36
Service Charge : $2.00
Grand Total :%$32.36

Merchandise ' |

No Secret Anymore: The Times of Del Martin & Phyllis Lyon
Ouantity 01
SubTotal :$30.38

Payment Information

Payment Type : Credit Card

Card Type : MasterCard

Card Number  ¥¥¥¥¥séiriaagoq |
Payment Amoynt : $32.36 ...

r,ﬂ»‘"'l't;t';! Payment :$32.36 . LT

Billing Address




