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INTERCOMPANY INVOICING 

Just as financial interactions routinely occur between outside vendors and the University of New 
Mexico (UNM), financial interactions also occur between UNM and University Hospital (UH) and the 
UNM Medical Group (UNM MG). 

These interactions can involve either revenue or expense incurred by the Health Sciences Center 
(HSC) or the Main Campus.   

Because HSC, the Main Campus, the Hospital and the Medical group are considered related entities, 
these transactions must be tracked and reported differently than similar non related party 
transactions. 

As with any revenue or expense, invoices must be prepared, delivered, reconciled, and paid.  These 
transactions must be reconciled at the department level, and it is particularly important that items 
invoiced by UH to HSC departments be reconciled promptly.   

UNIVERSITY HOSPITAL BILLS HSC 

UH provides a number of services to HSC departments regularly.  Typical transactions would 
include Salary Agreements, catering charges and facility charges related to Clinical Trials, where the 
hospital is providing such services as X-rays, blood tests, and lab work.   

Once an intercompany agreement has been reached and the documents signed, the UNM 
Department issues an internal purchase requisition.  The Purchase Requisition includes the Banner 
index and account that is to be billed, and has a contact name at the department level in UH.  
Frequently the contact person is from the Special Billing/Referral Department (SBD) at UH.   

UH cost centers that provide HSC with goods and services generate a monthly report, which is sent 
to the Special Billing/Referral Department (SBD).  The SBD compiles all the billing information for 
the month and sends this data to Unrestricted Accounting-HSC for processing.  The SBD unit creates 
an invoice for each transaction.  The invoices are sent to Unrestricted Accounting-HSC for routing to 
the UNM department with the supporting documentation attached. 

The data file sent by UH is evaluated by Unrestricted Accounting-HSC in order to validate 
appropriate FOPAL element and account codes and then the file is loaded into Banner Finance.  The 
expense items are directed to the index /account code combination indicated on the internal 
purchase requisition.  The UH invoice file is posted as a journal document, with the document 
number beginning “HCXXXXXX”.   

The document is posted as a FUPLOAD, which does not have any additional information contain in 
FOATEXT; however, the description that posts should provide the department with sufficient 
information.   

The following screen shot of Banner form FGITRND is an example of UH invoices that have been 
posted into Banner Finance.  As mentioned previously, the document number begins with “HC”.  
The description line indicates that the item processed is a UH Invoice.  Also provided in the 
description is the invoice number and internal purchase requisition number. 
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Invoice numbers that begin with a “1” are for general services, such as salary agreements, lab 
supplies or catering.  If a credit adjustment is created for general services, the credit invoice 
number would begin with a “3”. 

Invoice numbers that begin with a “5” are related to clinical trials.  Credit adjustments that are 
processed for clinical trials would have an invoice number that begins with an “8”. 

 

CLINICAL TRIALS BILLING 

This type of intercompany transaction routinely occurs between the Hospital and an HSC clinical 
trial.  When subjects are enrolled in a clinical trial, they are frequently expected to have certain 
medical tests completed.  In many cases, these tests are paid for by the clinical trial, not their health 
insurance provider.  The types of medical work frequently included in clinical trials include EKGs, 
blood tests, chest X-rays, and other imaging studies. 

Normally, when a patient has this work done per a physician’s order for their own benefit, the 
patient or his insurance company is billed.  When the same patient is having this work done on 
behalf of a clinical trial, the clinical trial is billed instead. 
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To facilitate the invoicing to a clinical trial, the hospital creates a guarantor number that is unique 
to the clinical trail.  A guarantor number tells the hospital who to bill for the services provided.  The 
hospital utilizes the patient guarantor number assigned to the clinical trial when the clerk is 
notified that the patient is presenting for services related to a clinical trial.  The patient’s billing is 
changed to go to the clinical trial instead of the patient’s regular provider.  Within UH’s patient 
system, all clinical trial guarantor numbers begin with 9999. 

A “Referral Billing Questionnaire” needs to be completed before clinical trials can receive UH 
services.  This document specifies exactly what services and supplies can be billed to the clinical 
trial, identified the guarantor number for the clinical trial, and contact names and numbers at HSC, 
UH, and the Agency sponsoring the clinical trial.  Every HSC department receiving bills for clinical 
trials from UH should have a copy of the Billing Questionnaire so that each invoice can be audited 
when received.  See Appendix 7 for an example of a “Referral Billing Questionnaire”. 

The department is responsible for reviewing each invoice received from UH for accuracy.  If any 
errors are found, the department must contact the Accounts Receivable Coordinator (Stacie Hurley 
SHurley@salud.unm.edu / 505-272-5460) in order to request that a credit be issued.  

One type of invoicing error occurs when the patient returns to UH for additional services for an 
injury or illness that is unrelated to the clinical trial.  Unless the guarantor number is changed to the 
individual’s health insurance provider the patient’s clinical trial guarantor number may be billed.   

Unless the HSC department with the clinical trial reconciles their clinical trial expenditures in a 
timely fashion, the Hospital may lose all opportunity to bill the patient’s insurance company.  
Contractually, a number of insurance providers require invoicing within 90 days from date of 
service.  If the Hospital is not informed by that time that the original bill was in error and is not part 
of the clinical trial, the revenue may be permanently lost if the notification is beyond the 90 day 
billing window. 

Since the hospital bills reflect charges from the prior month, the 90 day window is frequently only 
60 days or less when the invoice is received by the HSC department.  Rapid reconciliation is 
essential to prevent loss of UH revenue.  For example, a date of service of August 1 may not be 
posted in Banner until mid to late September.   

mailto:SHurley@salud.unm.edu%20/%20505-272-5460
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SALARY AGREEMENT BILLING – UH BILLS HSC 

When a UH staff member spends time on an HSC project, a Salary Agreement between UH and HSC 
is created so that UH is reimbursed for the salary expense associated with that employee.  The 
agreement is initiated by UH and provides the terms of the agreement, as in the example below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

UH Employee=HSC will pay 
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Notice that two contact names are listed on Salary Agreements; one for each department involved.  
By noting which side of the agreement the employee is listed on, you will know who is paying for 
the employee’s services.  If the employee is a UH employee, HSC is entering into an agreement to 
use the employee’s services, and the HSC department will be reimbursing UH for part or all of the 
employee’s salary, as per the agreement. 

An internal requisition is also issued as in the example below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Notice in the above example: 
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SALARY AGREEMENT PROCEDURES– UH EMPLOYEE 

Salary Agreement Procedures – UH Employee:  
 
1) UH Salary Agreement Office initiates the Salary Agreement for the UH Finance Department. 

 
2) UH Administrator and CFO will sign Salary Agreement before it is sent to HSC Financial Services 

– Unrestricted Accounting. 
 

3) UH Finance Department mails the Salary Agreement to the UNMHSC AR Coordinator. 
 
4) UNMHSC AR Coordinator receives original Salary Agreement.  The form is reviewed for 

completeness and forwarded to the Associate Vice President of Administration for signature. 
 

5) UNMHSC AR Coordinator submits the Salary Agreement to the appropriate department for 
processing.   The AR Coordinator should allow the department two weeks to process: 
a) The original Salary Agreement for department signatures 
b) A manual Purchase Requisition for department signatures  

 
6) When the Salary Agreement is returned, the AR Coordinator should check for department 

changes to the Salary Agreement: 
a) Compare to original for any changes.   
b) If UH agrees with changes, print out email for support and attach to the backup. 
c) If UH does not agree relay disagreement to department  
d) Department will have to agree with UH and take off changes on SA or negotiations will have 

to continue with UH and the HSC department, therefore making the SA at hand invalid until 
agreement is settled on.  

 
7) If all information is correct the AR Coordinator:  

a) Compares the HSC column total amount to the Purchase Requisition amount.  The Purchase 
Requisition amount should either be the same as Salary Agreement or higher.   

b) Review Purchase Requisition to make sure all information is correct (valid index, 
appropriate account code) 

c) Verify signature in section 5 on the “Health Sciences Ctr” of Salary Agreement corresponds 
to recognized signature authority for index to be charged.  If not, return to department. 

 
8) The original completed Salary Agreement and Purchase Requisition is mailed to UH Finance. 
 
9) UH Finance contacts Special Billing/Referral Department to initiate monthly invoicing. 
 
An example of the actual invoice for a UH employee being charged to an HSC department follows. 
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Internal Purchase 
Requisition Number 

Employee 
Name 

Amount 
Invoiced 

Index / Account Code 
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The June 2009 invoice for the Salary Agreement and Internal Requisition example is provided on 
the preceding page.  Notice that the internal Purchase Requisition number appears as a reference 
several times on the invoice.  Although the invoice suggests that the department needs to remit 
payment to UH, the Unrestricted Accounting office is responsible for the creation of the DPI 
payments to UH.  Martha Torrez is the contact person for UH, which is listed on the invoice. 
 
If the amount invoiced does not reconcile to the expense amount that the department is 
anticipating, it is the department’s responsibility to contacting HSC AR Coordinator in order to 
request processing of a credit adjustment.   The amounts on the Salary Agreement are an estimate 
of an employee’s labor and benefit expense.  In many situations, the amount paid to the UH 
employee is different than what is specified on the agreement.  Sometimes the difference is 
attributed to pay or shift differentials that are inherent in the hospital wage scale.  The fringe 
benefits that are invoiced to the department are based on the agreed upon percentage of labor 
expense, not actual fringe benefits reported by employee. 
 
 

GENERAL GUIDELINES 

When coordinating the procurement of services from any hospital department, the hospital 
department will require that the UNM/HSC department first get an internal Purchase 
Requisition issued.  The Purchase Requisition number is referenced on the invoice sent to 
Unrestricted Accounting-HSC; which in then sent to the department for reconciliation.    

It is important that the appropriate individual be reference on the invoice in order for Unrestricted 
Accounting-HSC to properly route the invoice to the department.  In many situations this 
information is not included and the invoices are forwarded to the appropriate department 
administrators for distribution.  

TRAVEL REIMBURSEMENTS 

An UNM department may agree to reimburse UH for a variety of expense.  For example, specialized 
training for a hospital employee may be requested by a physician that agrees to cover the 
conference and travel arrangements.    

In this situation, the UH traveler must submit the receipts for reimbursement to UH for 
consideration.  Each entity must reimburse according to the policies and procedures that govern 
their employees.  UH will pay the actual travel expenses of the employees for whom an HSC 
department has agreed to reimburse certain travel expenses.  UH will then document those travel 
expenses and bill the HSC department, recouping their costs from the revenue their bill generates.  
On the UH financial statement, the travel expense will net to zero as the amount received from UNM 
will offset the expenditures.  This is commonly referred to in the UH financial statements as “pass 
through” treatment.  The travel expense would be reported appropriately in the HSC department.   
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UH CATERING 

Many UNM/HSC departments utilize the UH Catering services to provide food service for various 
events.  As with other types of transactions that involve purchasing from UH, an internal Purchase 
Requisition must be issued. 

Unrestricted Accounting-HSC reviews the invoices that direct expenditures to food account codes in 
order to determine if the information provided is sufficient for audit purposes based on UNM 
Business Policy.  If the information provided is not sufficient, a note is attached to the invoice 
requesting additional information from the department in order to substantiate business purpose 
and number/names of attendees.  

RECONCILATION ASSISTANCE 

HSC Financial Services has created a reporting database which can provide invoicing summary to 
assist departments in their reconciliation process.  The database contains information on all UH 
invoicing processed in Banner Finance beginning in July 1, 2004. 

UH Invoice Reports can be generated for review by specific index or by Organization Level 5, with 
sorting provided by index or account code.  Appendix 1 provides a sample report by index for 
September 2009.  Appendix 2 shows a sample report with an organization level 5 specified, sorted 
by index code.  Departments can request UH Invoice Reports by contacting the HSC AR Coordinator 
with the parameters needed for review.     

Copies of UH Invoices can also be requested by contacting the HSC AR Coordinator.  Appendix 5 
identifies what type of information needs to be supplied when requesting a copy of a UH invoice.  
Generally copies are provided within two business days of the request. 
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HSC BILLS UNIVERSITY HOSPITAL 

UNM/HSC departments provide services and support to UH departments regularly.  The support 
frequently involves Salary Agreements for HSC employee is providing the hospital with their 
services, Memorandum of Understanding (MOU) for general support, Occupancy Agreements for 
space lease or flow through expenditures, such as utilities and insurance.   

Once an intercompany agreement has been reached, the signed documentation is sent to the HSC 
AR Coordinator who prepares monthly invoices on behalf of the HSC departments that have 
entered into the agreements with UH.  At HSC, a Banner module called Non Student Accounts 
Receivable (NSAR) is used to produce and track these invoices.  You will frequently hear this type of 
invoice referred to as a “Non Student AR” invoice. 

The UNM/HSC department recognizes the revenue generated by these inter-company transactions 
when the invoice is created in the NSAR system.  UH transactions that creates revenue for UNM post 
to account code 0340 – University Hospital Revenue Gen.  The journal document that is created in 
the NSAR module is referred to as an “F Document” as the journal document number begins 
“FXXXXXXX”.   The screen shot below shows how the UH revenue is posted in Banner: 

 

 

Invoices are printed twice a month (15th and end of month invoicing cycles) and sent to the UH 
Special Billing/Referral Department for their consideration and remittance of payment.   UH follows 
their internal processes for purchasing, including the issuance of a purchase order and routing the 
invoice to be approved for payment.   
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SALARY AGREEMENT BILLING – HSC BILLS UH 

When a UNM faculty or staff member is assigned to work at an UH facility (Main Hospital, Carrie 
Tingley, University Psychiatric Center, etc.) a Salary Agreement between HSC and UH is created so 
that the HSC department is reimbursed for the salary expense associated with that employee.  The 
agreement is initiated by the HSC department that owns the employee and provides the terms of 
the agreement, as in the example below: 
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SALARY AGREEMENT PROCEDURES– UNM EMPLOYEE 

 

Salary Agreement Procedures – UNM Employee:  
 

1. UNM Department initiates the Salary Agreement for the faculty or staff employee.   
 
2. UNM Department will obtain signature on the Salary Agreements from Dean, Director or 

Department Chair before it is sent to HSC Financial Services – Unrestricted Accounting.  
 

3. UNM HSC AR Coordinator receives original Salary Agreement.  The agreement is reviewed 
for completeness and forwarded to the Associate Vice President of Administration for 
signature. 

 
4. After the required HSC signatures have been obtained, the Salary Agreement is sent to UH 

Salary Agreement Office for review and signatures. 
 
5. UH Administrator and CFO will sign Salary Agreements and return the executed agreement 

to HSC Financial Services – Unrestricted Accounting to initiate invoicing. 
 
6. UNM HSC AR Coordinator provides initiating department with copy of fully executed Salary 

Agreement and retains the original agreement in the appropriate Master Salary Agreement 
binder for audit. 

 
7. UNM HSC AR Coordinator prepares monthly invoices based on actual salary and benefit 

expense recorded in the Banner index specified on the Salary Agreement. 
 

8. Invoicing for Salary Agreements usually occurs at the end of each month, after the monthly 
payroll has been processed, in order to match period expense postings to revenue postings.  

 

The template to initiate a Salary Agreement is located on the Unrestricted Accounting-HSC’s 
website (http://hsc.unm.edu/financialservices/accounting/) in the “Forms” section.  It is important 
to use the correct version of the template as it is updated each fiscal year for current fringe benefit 
projections.  The form contains macros and formulas that should not be overwritten when 
preparing the document.  Data entry should be done only in the cells that are shaded yellow. 

The salary and benefit calculation on the Salary Agreement form is an estimate of how the labor and 
benefit expenses will be allocated between UNM departments and UH cost centers.  The amount 
invoiced to UH and their component units is based on actual salary and benefit expense. 

http://hsc.unm.edu/financialservices/accounting/
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IDENTIFYING THE REVENUE 

The revenue is recorded in the department index each time an invoice is generated.  This 
transaction also creates a receivable entry in the General Ledger.  It does not represent a cash 
transaction.  The Salary Agreement example above indicates that the revenue for this agreement 
should be posted to Index 99705D for Fiscal Year 2010.  Banner Finance displays the following 
information when viewing the detailed posting on Banner form FGITRND: 

  

Banner form FGITRND can be accessed directly or the user can drill into the detail listing from 
FGIBDST, by Options, then Transaction Detail Information.  If a lot of data is displayed, the user 
might want to use the query function to narrow the data displayed.  The first step is to enter the 

query mode by pressing “F7”, or by clicking the enter query icon , or by using the drop down 
menu option “Query-Enter”; define the parameter desired in the appropriate field.  In this case, the 
user could enter “F%” in the document field as all NSAR revenue postings are created with 
documents that begin with an “F”.  The “%” character is used as a wildcard when querying in 
Banner Finance.  To process the query the user can press “F8”, or can click on the execute query 

icon , or by using the drop down menu option “Query-Execute”.   
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The invoice produced for the first line of the revenue extracted in the screen shot above is 
provided: 
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RECONCILATION ASSISTANCE 

To reconcile salary information more accurately, departments will use Hyperion Report FSH0001 – 
Salary Labor Benefits and Encumbrance report for their employees, and review the actual amount 
paid and the percentage in the Salary agreement that is going to be reimbursed by UH.   

Here is the payroll report used in the salary agreement example provided above: 

 

If a department has difficulty reconciling the invoices, or has other questions about their UH 
revenue, they may contact the Accounts Receivable Coordinator (Stacie Hurley 
SHurley@salud.unm.edu / 505-272-5460).   

mailto:SHurley@salud.unm.edu%20/%20505-272-5460
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UNM MEDICAL GROUP & UNM 

In certain situations, the UNM Medical Group (UNM MG) pays for expenditures within their 
accounting system on behalf of a UNM Department.  When this situation occurs, UNM MG invoices 
UNM in order to be reimbursed for these expenditures.  The most common type of UNM MG invoice 
is for Professional Liability (Malpractice) Insurance allocated to non-clinical departments.  

Each month the UNM MG Finance Division compiles the billing information for the month and sends 
this data to Unrestricted Accounting-HSC for processing.  The UNM MG unit creates an invoice for 
each transaction.  The invoices are sent to Unrestricted Accounting-HSC for routing to the UNM 
department with the supporting documentation attached.  Generally, the UNM MG expense file is 
posted in the month that the expense occurs; while the UH invoice posting are typically for the prior 
month’s activity. 
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The data file sent by UNM MG is evaluated by Unrestricted Accounting-HSC in order to validate 
appropriate FOPAL element and account codes and then the file is loaded into Banner Finance.  The 
expense items are directed to the index /account code combination on the invoice.  The UNM MG 
invoice file is posted as a journal document, with the document number beginning “HSYXXXXX”.   

The document is posted as a FUPLOAD, which does not have any additional information contain in 
FOATEXT; however, the description that posts should provide the department with sufficient 
information.  The description line will indicate the posting month, description and UNM MG invoice 
number associated with the transaction.  HSC Finance maintains a record of all UNM MG invoices, 
and can send a department a copy of needed invoices if the department is questioning the accuracy 
of an expense they have received from UNM MG. 

The screen shot below is an example of UNM MG invoices that have been posted into Banner 
Finance.  

 

This screen shot was accessed by selecting form FGIBDT in Banner, entering the index with a next 
block function to display results, and then selecting Options, and Transactions Detail Information on 
the selected account code.  The highlighted line is the September Malpractice Insurance charge 
from UNM MG. The invoice number is MG090909.  The document number is HSY10009.  These are 
recorded as an expense in account 63P0, Professional Liability Insurance. 
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RECONCILATION ASSISTANCE 

HSC Financial Services has created a reporting database which can provide invoicing summary to 
assist departments in their reconciliation process.  The database contains information on all UNM 
MG invoicing processed in Banner Finance since inception of the UNM MG. 

UNM MG Invoice Reports can be generated for review by specific index or by Organization Level 5, 
with sorting provided by index or account code.  Appendix 3 provides a sample report by index for 
Fiscal Year 2009.  Appendix 4 shows a sample report with an Organization Level 5 specified, sorted 
by index code.  Departments can request UNM MG Invoice Reports by contacting the HSC AR 
Coordinator with the parameters needed for review.     

Copies of UNM MG invoices can also be requested by contacting the HSC AR Coordinator.  Appendix 
6 identifies what type of information needs to be supplied when requesting a copy of a UNM MG 
invoice.  Generally copies are provided within two business days of the request. 
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APPENDIX 1- UH INVOICE REPORT BY INDEX 

Sample page of UH Invoice report by Index from UH Invoices database 
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APPENDIX 2- UH INVOICE REPORT BY ORGANIZATION 

Sample page of UH Invoice Report by Organization Level 5 from UH Invoices database sorted by 
index. 
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APPENDIX 3- UNMMG INVOICE REPORT BY INDEX 

Sample page of Medical Group Invoice report by Index from UNMMG Invoices database 
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APPENDIX 4- UNMMG INVOICE REPORT BY ORGANIZATION  

Sample page of UNM Medical Group Invoice report by Organization Level 5 from UNMMG Invoices 
database sorted by index. 

 

Date Range: Between 7/1/2008 -6/30/2009 
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APPENDIX 5 – UH INVOICE REQUEST FORM 

 

To request a copy of a UH invoice, complete this form and send to: 

 Stacie Hurley, HSC AR Coordinator 

 MS09 5220 

 

Or provide information requested on the form via e-mail to Stacie Hurley, AR Coordinator: 

SHurley@salud.unm.edu 

             UH Invoice Copy Request   
         

Date Submitted:          

 Please pull Invoice, scan, make a copy, fax or mail per below request.    

         

         

1 Invoice # (    )               

         

 Send to:             

         

 Department:             

         

 ○     Fax #2-       

         

 ○    Mail MSC       

         

 ○    Scan  (email)       
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APPENDIX 6 – UNM MG INVOICE REQUEST FORM 

 

To request a copy of a UH invoice, complete this form and send to: 

 Stacie Hurley, HSC AR Coordinator 

 MS09 5220 

 

Or provide information requested on the form via e-mail to Stacie Hurley, AR Coordinator: 

SHurley@salud.unm.edu 

             UNM MG Invoice Copy Request   
         

Date Submitted:          

 Please pull Invoice, scan, make a copy, fax or mail per below request.    

         

         

1 Invoice # (    )               

         

 Send to:             

         

 Department:             

         

 ○     Fax #2-       

         

 ○    Mail MSC       

         

 ○    Scan  (email)       
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APPENDIX 7- REFERAL BILLING QUESTIONNAIRE 
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APPENDIX 8-WHO TO CONTACT 

 

Stacie Hurley, AR Coordinator 

Unrestricted Accounting – HSC 

SHurley@salud.unm.edu 

(505) 272-5460 

MSC09 5220 

 

John Brandt, Fiscal Services Supervisor 

Unrestricted Accounting – HSC 

JoBrandt@salud.unm.edu  

(505) 925-4567 

MSC09 5220 

 

Laura Putz, Accounting Manager 

Unrestricted Accounting – HSC 

LPutz@salud.unm.edu  

(505) 272-0160 

MSC09 5220 

 

 

mailto:SHurley@salud.unm.edu
mailto:JoBrandt@salud.unm.edu
mailto:LPutz@salud.unm.edu

