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Purpose and use 
This guide transfers responsibility for the financial and payment portion of Academic Program Review 
from the Office of the Provost to the colleges and departments conducting each review. It explains how 
to establish an external reviewer as a vendor, secure contract approval, along with managing and 
submitting the final payment package. There are sample documents in the appendices. 

Critical requirement. A reviewer may not begin contracted work, which includes training, reviewing the 
self-study, or participating in the on-site visit, until the contract has completed the required approval 
process and the department has been formally authorized to proceed by Purchasing. 

Before starting 
• Identify the college or department index that will pay the reviewer fee and reimbursable travel 

expenses. 
• Name one college or department financial contact to assemble documents, track approvals, and 

submit payment. 
• Estimate the full cost for each reviewer, including the service fee and reasonable travel expenses, 

and confirm adequate budget. 
• Use WKU Secure Share whenever a document contains a Social Security number, tax identification 

number, birthdate, banking information, or other sensitive data. 
• Confirm current forms, contacts, commodity codes, mileage rates, and Purchasing lead times before 

submission. 

1.  Identify external reviewers and establish funding 
Follow WKU Policy 1.7000 and the current APR timeline when identifying and selecting external 
reviewers. Review committee membership should be finalized by November 22, 2026. 

• Before an invitation is finalized, confirm the paying index, estimated maximum contract amount, and 
responsible financial manager. 

• Confirm that each proposed external reviewer has no conflict of interest with the program or 
department. 

• Use the current APR instructions for the number of nominees.  

2.  Collect reviewer information before winter break 
Using WKU Secure Share, collect the following from each selected external reviewer as early as possible 
and preferably no later than December 1: 

• Form W-9 in the reviewer’s legal name and home address. The form must have an electronic certified 
signature or a wet signature. A picture signature is not acceptable. WKU pays the reviewer, not the 
reviewer’s university. 

• For a foreign national, the appropriate Form W-8BEN or W-8BEN-E and the reviewer’s country of 
citizenship. Contact Tax Compliance early because additional tax documentation or review may be 
required. 

• External Committee Member Registration Form for affiliate account and workflow setup. 
• ACH enrollment form for direct deposit. ACH is optional. Without it, payment will be issued by check. 

https://www.wku.edu/academicaffairs/apr/apr.php
https://www.wku.edu/policies/docs/index.php?policy=397
https://www.wku.edu/academicaffairs/apr/2026apr_detailed_timeline.pdf
https://www.wku.edu/its/cybersecurity/send_files.php
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.wku.edu/academicaffairs/apr/apr-deans-resources.php
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2b.  Completing and collecting contracts 
Send the contract to the vendor to sign, Personal Services Contract Under $10,000, and send it back. 
Add the Social Security number after the document is signed, so you don’t have to use the secure file 
share email. Enter the college or department index and contact information, identify the correct fee and 
authorized expenses, and use dates that cover all contracted work. Enter the college or department 
index and contact information, identify the correct fee and authorized expenses, and use dates that 
cover all contracted work, typically February 1st – June 30th.  

3. Obtaining contractor-status and vendor approval
Send the following through WKU Secure Share to the Tax Compliance Accountant 
(Nicole.Boaz@wku.edu) in the Controller’s Office as soon as the contract is signed: 

• Determination of Contractor Status Form. Save or print a second copy for the payment package (Step
8). 

• Fully executed Personal Services Contract.
• Form W-9 or applicable Form W-8BEN.
• ACH form, if the reviewer elects direct deposit.
Do not proceed with an external reviewer if Tax Compliance determines that the reviewer must be
treated as an employee. A new external reviewer will need to be identified.

4. Completing vendor and workflow setup
After Tax Compliance confirms vendor status: 

• Send Accounts Payable (Rebecca.Sell@wku.edu) the reviewer’s full legal name from the W9,
address, phone number, and email address with a request for WKU IDs. Accounts Payable will
provide the WKU ID after vendor setup is complete.

• Send the External Committee Member Registration Form through WKU Secure Share to
Rheanna.Plemons@wku.edu and Crissy.Priddy@wku.edu so the reviewer’s affiliate account and
workflow access can be created by HR and ITS.

• Do not send tax forms, banking information, birthdates, or Social Security numbers by ordinary email.

5. Submitting the contract package to Purchasing
Submit a TD ticket to Purchasing immediately after the contractor-status documentation is accepted. 
Include: 

• Fully executed Personal Services Contract.
• Proof of Necessity Form completed with the college or department’s funding source, responsible

person, and monitoring plan.
Timing. Purchasing must route the contract for state approval, approximately 30 to 45 days before the 
reviewer begins any work. For a reviewer expected to begin in January or early February, submit the 
Purchasing contract package before winter break. 

6. Managing travel and on-site visits
• Do not purchase a reviewer’s airfare, hotel, rental car, or other travel with a WKU procurement card

or reimburse them using a travel voucher.

https://www.wku.edu/sof/forms/documents/pscunder10m.pdf
https://www.wku.edu/its/cybersecurity/send_files.php
https://app.wku.edu/forms/intranet/dcs1/index.php
mailto:Rebecca.Sell@wku.edu
https://www.wku.edu/its/cybersecurity/send_files.php
mailto:Rheanna.Plemons@wku.edu
mailto:Crissy.Priddy@wku.edu
https://td.wku.edu/TDClient/49/Business-Services-Client-Portal/Requests/ServiceCatalog/Category/115/Purchasing
https://www.wku.edu/sof/forms/documents/pon_revised.pdf
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• The reviewer makes and pays for all travel arrangements. The reviewer requests reimbursement
by itemizing authorized expenses on an invoice, template provided, and providing receipts as
required by the contract and current WKU policy.

• The college or department may recommend preferred lodging and may provide meals while the
reviewer is onsite as an official guest.

• Confirm that the contract maximum is sufficient before approving travel changes. Do not promise
reimbursement beyond the approved contract terms without prior approval from the state.

7. Collecting invoices
After the reviewer completes the contracted work and submits the required report(s), obtain the 
reviewer’s invoice. A reviewer may submit an earlier invoice for authorized prepaid travel expenses. 

The reviewer’s itemized invoice should include: 

• Service fee:
o $1,500 for committee chair
o $1,000 for committee member
o $2,250 for a chair/reviewer participating in multiple reviews
o Another amount approved by the college or department and stated in the contract

• Authorized travel costs:
o Airfare and baggage
o Mileage
o Meals in transit
o Rental car and fuel
o Hotel
o Other transportation services

• Dates of service, program reviewed, reviewer name and address, invoice date, and total due.
• Receipts and supporting documentation required by the contract and current WKU policy.

8. Submit payment
Send the payment package through WKU Secure Share to the Tax Compliance Accountant in the 
Controller’s Office. Include: 

• Payment Authorization for the full amount invoiced using commodity code 693050, Personal
Services – Consulting Services.

• Personal Service Contract Invoice Form, signed by the contractor and approved by the financial
manager over the index paying the vendor.

• Reviewer’s detailed invoice. The receipts for travel are not submitted. This documentation is for your
record.

• The second Determination of Contractor Status Form. Complete a new form or submit the copy, but
make sure you update the date at the bottom of the DCSF, if you use a copy, whiteout the old date
and write in the new date.

• Optional: Fully executed contract.

https://www.wku.edu/academicaffairs/apr/apr-review-committee-resources.php
https://www.wku.edu/its/cybersecurity/send_files.php
https://app.wku.edu/forms/intranet/payment-auth/index.php
https://www.wku.edu/sof/forms/documents/psc_invoice.pdf
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FY27 financial timeline aligned with the APR calendar 
Official APR milestones below are drawn from WKU’s APR Detailed Timeline for Degree Review, updated 
August 19, 2026. Financial dates labeled “recommended” are planning deadlines created for this guide 
and should be adjusted if Purchasing, Tax Compliance, or Accounts Payable requires earlier submission. 

Date Official APR milestone College or department financial action 

By October 15, 2026 Chairs send the dean possible external 
reviewers for non-accredited programs.

Confirm paying index, maximum budget, financial contact, and 
anticipated visit/service dates.

Early November 2026 Deans rank external reviewers; chairs informally 
confirm availability.

Tell candidates that tax, vendor, contract, and secure-
document requirements will follow. Confirm no conflict of 
interest.

By November 22, 2026 Deans finalize committees and issue 
committee charge memos.

Confirm reviewer role and fee; begin W-9/W-8, ACH, 
registration, contractor-status, PSC, and PON documents.

By December 1, 2026, 
recommended

Programs are preparing completed self-study 
drafts by November 30.

Collect all reviewer documents through Secure Share and 
obtain contract signatures.

Before winter break or at 
least 45 days before 
work begins

No separate APR milestone.
Submit Tax Compliance/vendor materials and the Purchasing 
TD ticket. Early-February work requires completion before 
winter break.

Early January 2027 APR Cohort Meeting 3 addresses report 
submission and visit preparation.

Track state approval, vendor creation, WKU ID, and 
affiliate/workflow access. Resolve missing items immediately.

January 26–31, 2027
Programs submit self-studies to deans by 
January 26; deans send reports to committees 
by January 31.

Finalize site review dates. Ensure travel arrangements and 
timing.

Late February–early April 
2027

Review committee visits occur; orientations are 
held at least one week before visits.

Monitor contract maximum, authorized expenses, and invoice 
timing. Retain receipts and documentation.

Within two weeks after 
committee report 
recommended

Deans meet with program faculty and prepare 
the final summary, ideally within two weeks of 
the committee report.

Obtain final reviewer invoice and required state invoice form; 
reconcile fee, expenses, receipts, contract balance, and prior 
invoice payments (if any were made).

May–June 2027
Deans submit final summaries and complete 
documentation packages through WKU 
Workflow.

Submit and track final payment. Resolve holds and close 
obligations before the June 30 fiscal year end.

Sample documents 
The following samples are consolidated for reference. Replace all sample names, addresses, dates, programs, 
amounts, indexes, contract numbers, and Provost Office information with the correct college or department 
information. Use current official forms when processing a transaction. 

Appendix A  External Committee Member Registration Form 

Appendix B  Proof of Necessity Form 

Appendix C  Determination of Contractor Status Form 

Appendix D  Personal Services Contract Under $10,000 

Appendix E  APR Invoice Workbook — Instructions Tab 

Appendix F  APR Invoice Workbook — Sample Big Red Invoice Tab 

Appendix G  Personal Service Contract Invoice Form 
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Appendix A   
External Committee Member Registration Form 
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Appendix B 
Proof of Necessity Form  Page 1 
Replace the sample Provost Office responsible person and funding details with the college or department information.
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Appendix B   
Proof of Necessity Form  Page 2
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Appendix C   
Determination of Contractor Status Form 
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Appendix D   
Personal Services Contract Under $10,000  Page 1 
Replace the service  fee amount with the correct amount for the contractors APR role, from item 7 above.

Fee details in item 7 above. 
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Appendix E   
APR Invoice Workbook Instructions Tab 

An invoice template is on the second tab of the workbook. Use the invoice to request payment for service and 
reimbursement of authorized travel costs incurred. 

Your Company Name 

Enter your name and contact information, including address, phone number, and email. 

Date 

Enter the date the invoice is submitted. 

Bill To 

No action is required. The WKU billing information has already been entered.  

Description and Amount 

Itemize the service fee and each travel expense. The invoice totals automatically. Use the current Kentucky mileage rate 
for mileage reimbursement. Enter the appropriate committee role and program name: chair ($1,500), member ($1,000), 
or multiple reviews (approved amount). 

Submission 

Send the invoice, receipts, and supporting documentation to the college or department review contact through the 
approved method. 

https://finance.ky.gov/office-of-the-controller/office-of-statewide-accounting-services/Pages/state-employee-travel.aspx
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Appendix F   
APR Invoice Workbook Sample Big Red Invoice Tab 
This page reproduces the second workbook tab. Update the Bill To section for the responsible college or department before distribution.
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Appendix G   
Personal Service Contract Invoice Form  Page 1 
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Appendix G   
Personal Service Contract Invoice Form  Page 2 




