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TITLE 1— OFFICE OF ADMINISTRATION
Division 10 — Commissioner of Administration
Chapter 3 — Preapproval of Claims and Accounts

1 CSR 10-3.010 Preapproval of Claims/Accounts and Direct
Deposit: Definitions/Examples

PURPOSE: The commissioner of administration has the duty
pursuant to section 33.030(3), RSMo, to preapprove claims and
accounts and to certify them as being regular and correct to the
state treasurer for payment. This rule defines certain terms and
describes situations related to this responsibility. In addition, this
rule describes the requirements established to allow vendors on
the Statewide Vendor File to participate in the direct deposit of
payments and payroll deductions from employee compensation
for participation in voluntary retirement plans, group hospital
service plans, group life insurance plans, medical service plans,
labor unions, employee associations, and credit unions.

(1) The following are types of allowable claims:

(A) Claims for goods and services having a clear business
relationship to the agency work program and submitted for
payment after receipt of goods or services. The claim is to be
documented with an invoice billed to the state on the vendor’s
descriptive business invoice form. Invoices are to be from ven-
dors typically engaged in a business practice of providing such
goods or services. Reimbursements may be made to employees
for minor purchases made on behalf of the state when accom-
panied by descriptive receipts;

(B) Claims for expenditures made pursuant to programmatic
appropriations and other statutory authority;

(C) Claims for the payment of reasonable and necessary em-
ployee travel expenses actually incurred on behalf of the state
and in accordance with 1 CSR 10-11.010, State of Missouri Travel
Regulations; and

(D) Claims for employee course tuitions/fees and related ed-
ucational supplies that are either reimbursed or direct billed.
Course expenses may be reimbursed after receipt of evidence
of course completion and proof of payment. Course expenses
may be paid in advance of course completion only when doc-
umentation indicates the agency requested the employee take
the course.

(2) The following are types of unallowable claims unless
special circumstances substantially justify the granting of an
exception to this rule:

(A) Claims for the purchase of goods or services which
are not apparently or cannot be substantially justified as
directly related to the transaction of state business. For
example, employee parties, employee gifts, holiday cards
and decorations, personal club memberships, memorial
flowers, political and charitable contributions, traffic tickets,
and uniforms for agency sports, trivia, and similar teams. An
exception is made for the purchase of retirement, service, and
other recognition award gifts which may be certified as regular
claims if reasonable in relation to the circumstances of the
award and primarily represent a token of recognition and not
a reward with a cash equivalent or substantial monetary value.
Claims for the expenses of receptions for employee recognition
events should be at a nominal price per person attending.
Holiday decorations are allowed for commonly accessed public
areas such as reception and waiting rooms;

(B) Claims for the repair of damages or loss of employee’s
personally owned property, such as clothing and privately
owned vehicles, except when such claims have been made

against the state through the Office of Administration’s Risk
Management Unit and approved for payment from the Legal
Expense Fund;

(C) Claims with invoices prepared by state agencies rather
than vendors. An exception would be for those types of pay-
ments not customarily initiated by a vendor, such as lottery
prizes, uniform allowances, inter-agency billings, some re-
funds, and some program payments. The Missouri Lottery
may write prize payment checks after the Lottery Commission
submits the procedures for writing the prize payment checks
to the commissioner of administration in accordance with sec-
tion 313.321, RSMo;

(D) Claims submitted to pay employees of the state or others
for goods or services they have sold to the state if it is evident
that they are not generally engaged in the business practice
of selling such goods or services. For example, an employee
or employee family member or friend rents or sells personally
owned property to a state agency;

(E) Claims with invoices which are not invoiced to the state
department that is submitting the claim;

(F) Claims for expenditures to reimburse accounts held out-
side of the state treasury or not authorized by law;

(G) Claims that do not sufficiently describe the products or
services purchased or the date purchased. This would include
any unsupported charges or unsupported past due amounts;

(H) Programmatic claim documentation that does not suf-
ficiently relate the expenditure to the program or does not
appear to adequately support/control the payment;

(I) Claims to make payments on credit card accounts not
authorized through the Office of Administration;

(J) Claims submitted for payment before the goods or ser-
vices have been received. Exceptions would be for those types
of items or services for which payment in advance is the
normal business practice, such as subscriptions, registrations,
memberships, insurance, postage, maintenance agreements,
and building/parking rentals. Advance payment for travel ex-
penses, such as air fare, conference fees, and lodging, may be
allowed if in accordance with 1 CSR 10-11.010, State of Missouri
Travel Regulations. Advance payment is also allowed when
prepayment is a condition of the sale or is in accordance with
contract terms. Ensure the invoice or other claim documen-
tation clearly states this requirement if advance payment is
made;

(K) Claims to establish imprest funds not authorized by law
or to increase established imprest funds over the maximum
amount allowed by law;

(L) Claims to reimburse imprest funds for expenditures that
are not incidental in nature or are not for other specific uses
authorized by law. Incidental expenditures are defined as
payments that are occasional, minor, and immediately neces-
sary for the proper operation of the facility. Travel expenses,
including registration fees, are not to be paid from imprest
funds. Imprest funds are not intended to be used as a means to
circumvent state purchasing procedures; and

(M) Claims for late payment penalties not submitted in
accordance with the accounting procedures established by
the Office of Administration, Division of Accounting. It is the
submitting agencies’ responsibility to verify that late payment
penalties are calculated correctly pursuant to section 34.055,
RSMo. The Office of Administration, Division of Accounting,
may ask for documentation to support that the agency has
recalculated and verified the correct late payment penalty
amount. Ensure a copy of the invoice that was paid late is
attached to the late payment penalty invoice. Late payment
penalties should be paid from funds appropriated in the fiscal
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year in which the goods or services were delivered. If that fiscal
year has lapsed, use current fiscal year funds.

(3) The following are unallowable claims for the purpose of the
appropriation charged:

(A) When the description of the claim indicates that the ex-
penditure is not within the purpose of the appropriation being
charged. For allowable claims, the following appropriation
type definitions apply:

1. Expense and equipment — all expenditures for operating
services, supplies, rentals, professional and technical services,
other charges necessary to the operation of an agency, acquisi-
tion of equipment, and major repairs that extend the useful life
of the equipment.

A. Expense and equipment may also include expendi-
tures for unanticipated maintenance, repairs or minor mod-
ifications, or unanticipated capital improvements to a state-
owned or leased facility or land that are limited to up to twenty
thousand dollars ($20,000) per project. Such expenditures
must be approved in advance by the director of the Division of
Facilities Management, Design and Construction and the direc-
tor of the Division of Accounting. If a qualifying project under
this section is necessary for the health and safety of the public
and/or state employees and exceeds the twenty thousand dol-
lar ($20,000) threshold established above, the Commissioner
of Administration may approve the use of an expense and
equipment appropriation under this section up to thirty thou-
sand dollars ($30,000) per project. An expense and equipment
appropriation may not be used for any maintenance, repair,
modification, or capital improvement of a facility for which an
appropriation was requested and not approved by the General
Assembly.

B. Expense and equipment appropriations do not in-
clude employee’s wage/salaries, land acquisition, building
acquisition, building construction, building demolition, and
capital improvements other than those allowed above.

C. As used herein, the following definitions apply:

(I) Maintenance — preventative, routine, cyclical, and/
or emergency unscheduled work necessary to keep in good
working condition any facility, land, or equipment;

(II) Repair—any work necessary to restore to good
working condition any facility, land, or equipment; and

(III) Minor modification —any alteration or improve-
ment to a facility, land, or equipment that does not increase its
capacity or operating efficiency or enhance its function;

2. Capital improvements —substantial expenditures for
the purchase of capital assets (land and buildings) and the
extensive repairs and improvements to a capital asset which
increases its capacity or operating efficiency by extending its
useful life and/or enhancing its function;

3. Personal services — all expenditures for salaries, wages,
and related employee benefits; and

4. Program/specific — expenses for a group of activities or
services performed for an identifiable group to serve a specific
purpose. This appropriation type allows any type of expendi-
ture necessary to fulfill the intent of the program as defined in
the corresponding house bill. Program appropriations may be
broadly constructed or contain restrictive language for specific
purposes;

(B) When the invoice order date or service period indicates
that the expenditure is being applied to an incorrect fiscal year
appropriation. For the purpose of certification for correct fiscal
year, the invoice should be dated within the fiscal year being
charged. If the invoice is for services, it should indicate that the
services were provided in a time frame within the fiscal year

being charged. Unless exempted in the following paragraphs,
claims for services provided in the next fiscal year cannot be
charged to the prior year appropriation:

1. Exception: Invoices for subscriptions, membership dues,
post office box rentals, maintenance agreements, and pre-
mium payments for insurance coverage, may be paid from the
current fiscal year even though the terms may overlap into the
next fiscal year;

2. Exception: A prior year claim may be paid from a current
fiscal year appropriation if the vendor presented the claim to
the state agency within two (2) years after the claim began to
accrue (section 33.120, RSMo);

3. Exception: A service invoice may be paid from the cur-
rent fiscal year for services to be provided in the next fiscal year
if the vendor is requiring immediate payment in order to grant
a cost savings discount or if it is in accordance with contract
terms. An example would be an invoice for a seminar to be
held in the next fiscal year for which the vendor is giving an
early prepayment discount. Registration fees may be paid from
the current fiscal year for events to be held in the next fiscal
year when time is insufficient to process the payment; and

4. Exception: A service invoice for services spanning two
(2) fiscal years may be prorated between the two (2) fiscal years
appropriations or paid entirely from the most recent fiscal
year’s appropriation; and

(C) When a claim is submitted against an appropriation for
which there is an insufficient appropriation balance.

(4) The following are other types of unallowable claims pending
resolution of the incorrect condition when —

(A) The vendor name on the invoice/[document does not
agree with the vendor name entered on the warrant request;

(B) The amount to be paid does not agree with the amount
on the vendor invoice/document;

(C) The object codes used do not relate to the descriptions of
the goods or services purchased pursuant to the object code
descriptions published in the Chart of Accounts Manual issued
by the Office of Administration, Division of Accounting;

(D) Travel expense claims not in compliance with the
requirements of 1 CSR 10-11.010, State of Missouri Travel
Regulations; and

(E) Claims for expenditures are not documented with one
(1) of the delivery receiving report methods described in the
Financial Policies and Procedures Manual issued by the Office of
Administration, Division of Accounting. Exceptions would be
for those types of items or services for which advance payment
is the normal business practice or is a condition of the sale by
the vendor or is in accordance with contract terms.

(5) The following are the requirements for vendors who desire
to have claims paid through direct deposit:

(A) Vendors on the Statewide Vendor File desiring to par-
ticipate in the state’s direct deposit program have two (2)
options for enrolling. One (1) option is to complete a vendor
Automated Clearing House[Electronic Funds Transfer (ACH/
EFT) Application. The application is available on the web at
www.oa.mo.govjacct under Forms. The form is also avail-
able by contacting the Office of Administration, Division of
Accounting, at (573) 751-2971. The second option is to register
on the State of Missouri’s eProcurement system and include
ACHJEFT information when completing the registration. The
completed ACH/EFT application or registration authorizes the
Office of Administration to deposit (credit) a vendor’s desig-
nated checking or savings account for the payment amount.
It also authorizes a vendor’s account to be debited only when
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an error has occurred resulting in an erroneous payment to the
vendor;

(B) Direct deposit of vendor payments will begin following
the submission of a properly completed application form to
the Office of Administration, Division of Accounting, or an ap-
proved registration in the eProcurement system, the successful
processing of a test transaction through the banking system
and the election by a state agency to make payment to a par-
ticipating vendor using the direct deposit option; and

(C) The state will conduct vendor direct deposit through
the automated clearing house system, utilizing an originat-
ing depository financial institution. The rules of the National
Automated Clearing House Association and its member local
Automated Clearing House Associations apply, as limited or
modified by law.

(6) The following are the requirements established to
allow payroll deductions from employee compensation for
authorized voluntary products:

(A) Definitions. The following terms and meanings apply to
vendor payroll deductions:

1. Vendor —any private insurance carrier or company, a
labor union, an employee association, or credit union;

2. Labor union —an exclusive state employee bargaining
representative established in accordance with sections 105.500-
105.530, RSMo;

3. Employee association—an organized group of state
employees that has a written document, such as bylaws, which
govern its activity, and that is not a private insurance carrier or
company or credit union;

4. Credit union — a financial institution located in Missouri,
which has a state charter and is insured by an agency of the
United States government or credit union share guarantee
corporation approved by the director of the Missouri Division
of Credit Unions; and

5. Dues—a fee or payment owed by an employee to a
labor organization as a result of and relating to employment
in a bargaining unit covered by an existing labor agreement
or a payment owed by an employee for membership in an
employee association;

(B) The vendor providing a product or service is responsible
for fulfilling all prescribed standards with applicable federal
and state regulatory agencies;

(C) The proposed payroll deductions are to be for programs
or services which do not duplicate existing programs and ser-
vices provided by statutorily authorized entities (for example,
Missouri State Employees’ Retirement System, Missouri State
Highway Employees’ Retirement System, and State of Missouri
Deferred Compensation Commission);

(D) The proposed service or program are to be offered on a
consistent and continuing basis and be reasonably anticipated
to be available for a period of five (5) or more years;

(E) Requests for payroll deductions by the vendor are to be
submitted to the Office of Administration in writing on official
company or association stationery plus all relevant product
information and marketing materials that fully describe the
proposed product;

(F) within a period of ninety (90) days, the vendor applicant
for payroll deduction authority is responsible for obtaining a
minimum of one hundred (100) state employee-signed applica-
tions for the proposed product, employee association, or credit
union membership. The ninety- (90-) day period for obtaining
one hundred (100) employee signatures will commence on
the date designated by the Office of Administration acknowl-
edgment to a payroll deduction request in accordance with

subsection (6)(E);

(G) The commissioner of administration will terminate vol-
untary payroll deduction authority for any product that does
not maintain at least one hundred (100) active employee de-
ductions;

(H) Solicitation by a vendor of signed employee applications
or memberships are not to be performed in state facilities at
any time with the exception of vendor products that are eligi-
ble under Section 125 of Title 26 of the United States Code and
compliant with 1 CSR 10-15.010 and section 33.103, RSMo;

(I) Labor unions do not need to comply with subsections (6)
(E)—~(G) to become a vendor and collect dues, but are to be rec-
ognized as an exclusive bargaining representative by separate
resolution agreement with the commissioner of administration
in accordance with sections 36.510 and 105.500-105.525, RSMo;

(J) Vendors need to maintain a current primary point of con-
tact with the Office of Administration;

(K) The commissioner of administration may reduce, sus-
pend, or discontinue an employee’s voluntary deduction when
the net pay, after all mandatory deductions prescribed by law,
is insufficient to meet wage garnishments, sequestrations, or
levies prescribed by law or court order or when the vendor fails
to fulfill the applicable standards prescribed by law or applica-
ble federal and state regulatory agencies; and

(L) Send requests for payroll deduction authority to—
Commissioner of Administration, Office of Administration, PO
Box 809, Jefferson City, MO 65102.

AUTHORITY: sections 33.030(3), 33.103, and 370.395, RSMo 2016.”
Original rule filed Aug. 15, 1994, effective Jan. 29, 1995. Amended:
Filed Oct. 3, 2018, effective May 30, 2019. Emergency amendment
filed Feb. 11, 2020, effective Feb. 27, 2020, expired Aug. 24, 2020.
Amended: Filed Feb. 11, 2020, effective Aug. 30, 2020. Amended:
Filed Nov. 29, 2022, effective May 30, 2023. Amended: Filed Sept. 1,
2023, effective March 30, 2024.

*Original authority: 33.030, RSMo 1945, amended 1959; 33.103, RSMo 1951, amended
1969, 1975, 1977, 1987, 1989, 1990, 1993, 1997, 1998, 1999, 2004, 2005, 2008; and
370.395, RSMo 1982.

1 CSR 10-3.020 Deduction of Amounts Owed by Employees
to the State

PURPOSE: Section 33.103.2(4), RSMo provides that the Commissioner
may deduct from a state employee’s compensation warrant “any
amount determined to be owed by the employee to the state in
accordance with guidelines established by the commissioner of
administration which shall include notice to the employee and
an appeal process.” This rule sets forth the guidelines by which
amounts owed by employees to the state may be deducted from
compensation warrants.

(1) Definitions.

(A) All terms used in this rule have the same meanings as in
Chapter 33, RSMo, unless otherwise indicated.

(B) The term “decision” shall have the same meaning as in
section 536.010, RSMo.

(C) The term “Division of Accounting” shall mean the
Division of Accounting of the Office of Administration. Contact
information for the Division of Accounting may be found on
the Office of Administration’s website, https://oa.mo.gov.

(D) The term “employee” shall include both current state
employees and former state employees.
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(2) Deduction Procedure.
(A) Deductions Initiated by a State Agency.

1. State Agency Responsibilities. A state agency seeking to
recoup an amount owed by an employee to the state from the
employee’s compensation warrant must comply with the fol-
lowing procedure before the Division of Accounting will effec-
tuate a deduction from an employee’s compensation warrant
pursuant to section 33.103.2(4), RSMo:

A. The employee must have received notice in compli-
ance with paragraph 2. of this subsection;

B. The state agency must provide a written communica-
tion to the Division of Accounting explaining the justification
for the deduction, the method by which notice to the employee
was given, a copy of the notice, the amount of the deduction,
and the requested coding for the deduction;

C. The state agency must provide the Division of
Accounting with the name and contact information of the
state agency contact person who should field any questions or
requests for additional information regarding the deduction;
and

D. The state agency must fully comply with this proce-
dure no later than 12:00 p.m. six (6) working days prior to the
proposed effective date of the deduction.

2. Notice to the Employee. A state agency will present to
the Division of Accounting as sufficient evidence of notice to
the employee of the deduction, a copy of a written communi-
cation to the employee, either in paper or electronic format,
informing the employee of the amount of the deduction, the
reasons for the deduction, and his/her right to appeal the de-
duction pursuant to this rule.

3. Requests for Additional Information. The state agency
shall promptly respond to inquiries from the Division of
Accounting relating to a requested deduction and provide ad-
ditional information as needed. Failure to promptly provide ad-
ditional information requested by the Division of Accounting
may prevent the Division of Accounting from being able to pro-
cess a requested deduction.

4. Deduction Processing. The Division of Accounting will
process a deduction after sufficient evidence of the appropri-
ateness of the deduction and notice to the employee has been
provided by the state agency. Deductions will be processed by
the Division of Accounting as near to the effective date pro-
posed by the state agency as is practicable under the circum-
stances.

(B) Deductions Initiated by the Division of Accounting.

1. Division of Accounting Responsibilities. The Division of
Accounting will utilize the following procedure to effectuate
the deduction of an amount owed by an employee to the state
from an employee’s compensation warrant pursuant to section
33.103.2(4), RSMo:

A. The Division of Accounting may initiate deductions
of amounts owed by an employee to the state due to errone-
ous overpayments, borrowed leave, or other circumstances in
which the Division of Accounting can determine the amount of
the deduction without receiving additional information from
the state agency;

B. Prior to the effective date of the deduction, or as
soon as practicable thereafter, the Division of Accounting will
provide written notice to the employee, either in paper or
electronic format, of the amount to be deducted, the reasons
for the deduction, and his/her right to appeal the deduction
pursuant to this rule; and

C. The Division of Accounting will provide notice of the
deduction to the state agency no later than when notice is

provided to the employee.

(3) Appeal Procedure.

(A) Timing of Appeal. Appeals of deductions must be re-
ceived in hard-copy by mail or hand-delivery in the Office of
the Commissioner, State Capitol Building, Room 125, PO Box
809, Jefferson City, Mo 65102-0809, no later than thirty (30)
calendar days after the later of the date notice is sent to the
employee or the effective date of the deduction from the em-
ployee’s compensation warrant, or by the next working day
thereafter if the appeal period ends on a weekend or holiday.
For example, if an employee was paid on January 15, received
notice of the deduction prior to that date, and wishes to ap-
peal a deduction taken from that paycheck, an appeal must be
received no later than February 14, or by the next working day
thereafter if February 14 falls on a weekend or holiday.

(B) Effect of Appeal on Pending Deduction. The submission
of an appeal prior to the effective date of the deduction will
not prevent the deduction from occurring so long as the state
agency and/or Division of Accounting have complied with the
applicable deduction procedure described in this rule, except
in instances where a final decision is reached to modify the
amount of the deduction or reverse the deduction with suffi-
cient time remaining to effectuate the final decision prior to
the deduction.

(C) Contents of Appeal. Appeals should set out in clear, con-
cise language the employee’s understanding of the events pre-
ceding the deduction, any inaccuracies in the state agency’s
communications to the employee regarding the deduction,
the reason(s) why the employee believes the deduction is inap-
propriate, and attach all evidence supporting the employee’s
position.

(D) Standard of Review. Appeals shall involve a review of the
appropriateness of the deduction in light of all of the relevant
facts and law.

(E) Optional Hearing. The commissioner or his/her designee
may or may not decide to hold an informal hearing to gather
additional information regarding the deduction. It is expected
that the employee, one (1) or more representatives of the state
agency, and/or one (1) or more representatives of the Division of
Accounting will attend this hearing if held. The employee may
request that the commissioner or his/her designee allow the at-
tendance of individuals with first-hand knowledge relevant to
the deduction. The parties shall all proceed in a respectful and
orderly fashion as directed by the commissioner or his/her des-
ignee so as to allow the commissioner or his/her designee the
opportunity to gather information regarding the deduction.

(F) Final Decision. At any time following the receipt of a
timely appeal of a deduction after sufficient information has
been gathered to make an informed decision, the commis-
sioner shall issue a written decision disposing of the employ-
ee’s appeal by either upholding the deduction, modifying the
amount of the deduction, or reversing the deduction. The em-
ployee may request a stay of the appeal pending the resolution
of other relevant administrative, civil, or criminal proceedings
and the commissioner or his/her designee may rule on the re-
quest in an exercise of their discretion. Any unruled request for
stay will be presumed denied.

(4) Appeals from Final Decisions. Final decisions of the com-
missioner under this rule may be appealed pursuant to section
536.150, RSMo.

AUTHORITY: sections 33.103 and 536.023, RSMo 2016.* Emergency
rule filed April 16, 2020, effective April 30, 2020, expired Oct. 30,
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2020. Original rule filed April 16, 2020, effective Oct. 30, 2020.

*Original authority: 33.103, RSMo 1951, amended 1969, 1975, 1977, 1987, 1989, 1990,
1993, 1997, 1998, 1999, 2004, 2005, 2008 and 536.023, RSMo 1975, amended 1976,
1997, 2004.
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