Sensitive Data Procedures Related to Financial Forms
(2/9/10)
When completing any university financial form (DP, TER, Student Release Payment Form, etc.) for payment, social security and/or federal tax ID numbers should not be noted on any part of the financial form.  Also, internal OU-COM forms should not include social security and/or federal tax ID numbers.   Before scanning documents into any system (i.e., Concur, etc.), be sure to remove any sensitive data such as credit card numbers, social security numbers, etc.
The only identification needed on the financial form is as follows:

· university employee - name and OU employee identification number;
· student - name and student PID number;  or
· non-employee/non-student - name and address (and vendor number if available to help expedite) *.     

*For payment to all non-employee/non-students, a Payment Compliance Form (PCF) is required to be on file with the University per IRS regulations and is the only document that should have a social security or federal tax ID number listed.  The University’s Accounts Payable department is responsible to insure these forms are on file and to maintain these records.  
Any vendor who has previously been paid by Ohio University should already have a PCF on file and should have a vendor number assigned.   The vendor number can be noted on the financial form to help expedite payment.
For NEW vendors a Payment Compliance Form is necessary before payment is made.  One of the following two courses of action is recommended:
1. To expedite payment, provide the PCF to the vendor.  If possible, note the financial form number at the top of the PCF (so the forms can be matched).  The vendor can mail or fax the completed PCF directly to Accounts Payable.   Or you may attach the completed PCF to the financial form (DP, etc.), but attach only the original of the PCF (the usual number of copies of all other backup documentation remains unchanged).  A copy of this PCF should NOT be kept on file at any COM office (including department/unit generating documents).
2. Allow the University to take care of this requirement for individuals that do not have a PCF on file.  Once the University receives the financial form, they will send a PCF to the individual to complete and return.
NOTE:  Make certain you ascertain from the new vendor exactly how they want payment to be made.   In other words, whether they want payment made to the individual and identified by their social security number or whether they want payment to a business entity identified by their federal tax ID number.  The name and address of the payee on the financial form will need to be typed to match whatever is submitted on the Payment Compliance Form (if they do not match, payment is delayed).  This issue is not a problem if attaching the PCF to the DP as you will know how the vendor filled out his/her form.  But if they are completing the PCF and mailing/faxing it to Accounts Payable themselves, it does become an issue.
Please contact the COM Accounting Department if you have questions.

