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Accounts Payable Functi

T —

| What We Do:

e Expenditure Review
e Department & Vendor Relations
e Voucher Processing
e Payment Processing
e Auditing
e 1099 Reporting
e Duplicate transactions
e Stale-dated payments
e Document Imaging
e Form Distribution
e Limited Purchase Orders (LPO’s)
e Limited Purchase Checks (LPC’s)
e Campus Orders
e Campus Order Processing

ons

Accounts Payable Department

Revised,11/2009
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Direct DeQO;t_;_/ACH Info

e <

Payments can now be made by Direct Deposit rather than by check.
\J

_—'_‘;-?'

Direct Deposit is available for all vendors who are in the Accounts Payable Vendor Master table.
\ ]

This payment method does not affect payroll and is not associated or coordinated with Payroll Department’s |_
direct deposit options or Income Accounting student loans.

There are no checks or paper advices for this distribution. The payment will be deposited directly to the
payee’s checking or savings account and an email containing the payment advice will be sent to the payee.
iy
=W : — —
“Once the vendor or student is set up under this payment method, they must notify Accounts Payable in
writing if they wish to change the account information or to opt out.
\ ]

A Stop Payment can be made on a Direct Deposit payment if the ACH is notified within five working days o
the date of payment.
]

 Direc JDeposit F

I'-‘-l

Department


http://fbs.admin.utah.edu/download/AP/DirDepAuthF.pdf�
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Policy Information

; Limited Purchase Order (LPO)

Limited Purchase Check (LPC)

A Py

Payment Request (PR)

Appendix

eAdditional AP Resources
eStop Payment Information
eOther AP Training Available
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Course Objectives
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After this course, participants will be e

» Properly use Limited Purchase Orders, Limited 3- 2
Purchase Checks, & Payment Request to make e o
payments. |

~~ " Prepare these procurement documents so
expenditure review by Accounts Payable is
expedited.

r /T | e e

|

Back to Table i‘l
of Contents . | I -

Accounts iﬁle Depadll'tment

—
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Pollcy Inta ﬂrmatlon

P Y11, qlJrJr-,.*?ij

University Policy provides guidelines for small dollar purchases. ""-\_*'
You are responsible for following these policies when you make
purchases. The Purchasing Department maintains contracts with
many suppliers for all kinds of merchandise. In addition to
University contracts, the state has contracts that are available.
Using these contracts could mean substantial savings. Please view

for additional information  or call the Purchasing
Department to speak with the appropriate buyer for help with
identifying these sources.

A part of your purchasing responsibility includes compliance with
the University’s policy governing Small, Minority and Woman-
owned Businesses (See ). Contact
the appropriate buyer in Purchasing for commodity-specific

information.

Back to Table
of Contents



http://www.generalservices.utah.gov/statewidecontracts/Contracts.aspx
http://www.generalservices.utah.gov/statewidecontracts/Contracts.aspx
http://www.regulations.utah.edu/administration/3-100.html
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Procurement to

Pay Methods

Preferred Methods of Procurement

™

The Preferred Methods of
Procurement is an

excellent quick reference
guide which helps in
determining which
financial instrument can
be used to make a
purchase.

T

& .
M f Additional Instructions
F xR 44

Type of Purchase
Academic Membership Dues See footnote 1 helow.
Advance Deposits e x?
a. Conferances | v VF | 30
. Payments \ Advance payments may not be made except to specified government agencies, vendors with
minimum prepayment requirements and in certain cther cases as defermined appropriate by
the Purchasing Depariment
c. Restaurants R PO
dvert t =
a. Programs & Billhoards AP
b. Employee Recruitment x| xR xR P 22 HR must approval advertising for staff positions
Airling tickets xP | x® P | 310  See Travel Palicy
_; Alcoholic Beverages |9 X" 3-11  Not allowed using state appropriated funds. Any purchase of alcoholic beverages for
- entertainment or recruiting purposes requires Dean or Director's written approval.
Awards
a. Menetary 1t s Call Tax Services first.
b. Plagues, etc. A
Blood Donars LR
Books T I st
Botfled Water Services L
Campus Purchases xR xR xR xR 49 Bookstore, Chartwell's, & Guest House prefer the Purchasing Card
Capital Equipment 4-16 & 3-40
Insurable §1,000 - $4,009 4 x|
Greater than §5,000 xRt x| xR
Cash Advances for Travel x® [ xt x*? 4P| 310 Contactthe Travel Department
Coffee Services FEXNEI T =
Communications ="
a. Telephones x| xP | x® 4-2  Use a Telephone Equipment Order for telephones, pagers, and cellular telephones and send
to Telecommunications.
b. Pagers W
c. Cellular Telephones x® | xR x™ 270 Faculty and Staff Cell Phone Plans
d. Two-way Radios JF Requires Plant Operations approval.
Compressed or Liquid Gas X% xR x| xR VP 4-4  All compressed or liquid gases must be procured from stores and receiving.
Computer Hardware < Capital or Insurable Equipment Spending 4|9 +F | Purchase > §1,000 are insurable assets and should be recorded in the appropriate expense
Limit account
Computer Software < Capital Spending Limit



http://fbs.admin.utah.edu/download/AP/PaymentMethod.pdf�
http://fbs.admin.utah.edu/download/AP/PaymentMethod.pdf�
http://fbs.admin.utah.edu/download/AP/PaymentMethod.pdf�
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Financial Documents
A o

B RO ROV ik .f_‘_ﬁr l.-'::;r—

. |4 Limited Purchase Order (LPO) & =¥

‘ﬂ Limited Purchase Check (LPC) }’4

o n '
1-
H-

¥

Payment Request (PR)

2 The total time needed to complete the entire tutorial is approx. 30 minutes.

i Throughout the tutorial, hyperlinks are shown in blue text. The escape key on
your keyboard will take you out of the tutorial at any time.
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= The Limited Purchase Order (LPO, LO) is designed to make small dollar
¢ procurements. See
It s intended for one-time transactions between the University and an
outside vendor.
##% Use a Requisition if the agreement includes incremental services or
was deliverables and the vendor expects installments or more than one payment.
items, cannot exceed $S500 R
RU s are numbered | Lh'} rollowing format: LO-XXXXXX. The LPO number e
’ S on every cr),)y of the LO and should be used by the vendor on all g
. :._!-:i'.:':
|: -:-I. ; i ."' '!-. -. .r -'I-':- - .E-.-:-'
¥ -.-- .. < L-I,il- !.. ;I..:: ] : }.I.-: i I.. '_"Irll.\-r:"- ;;I-._. r.".;}n__ "'Ei
Al .dmf .-, AT R iy i

'“'I"‘..-&u:'-hﬂ-:g : Fih t- _:-._:_ Réi-flse'd 11/2009 :

MqumPaﬁE‘le 'Bem r'&nm'i;tﬁ:_ (%


http://www.regulations.utah.edu/administration/3-191.html
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i P l'__

T Sr e

Blood Donors

Alcoholic Beverages [*

(See Policy and
Procedures)

Computer

. Hardware (less than |

¢ - capital spending
=
5, I|m|t)
=, 1-1-.&-"'
Food for Business
Meals, Office

Functions and
Recruitment

5 Computer Programs |-

Advertisement
Programs and
billboards

L Bl
BRI, e L
R s = e *

e Employment
. Agency Temporary

and Licensing (less
Services

than capital
spendmg I|m|t) e

Insurable

Freight
$4999)

“nu_'--!"-l._.
Printing & Copying : aura
-1 or Photographic Q (Banquets and
" Slide Reproduction Catering)

L_-_rl'

Award Plaques |

’§ Equipment ($1000-

Equipment (One-
time
Rental/Payment )

and plant
maintenance)

Chartforllmltatlons. R

-|- Bert s
{o Tl

Maintenance
Agreements



http://fbs.admin.utah.edu/download/AP/PaymentMethod.pdf
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; . To obtain blank Limited Purchase Orders, you must complete a written LPO agreement. Click
to open a .pdf copy of the form. It is also available on the

." The LPO custodlan and an authorized signatory must sign the agreement and be on the
] Slgnature Card records in both Accounts Payable and Purchasing.

T e P W RPRPT STT PT | T e e TR e e e pa— = T TTTI e ————————— S

: " The person who p|cks up the blank forms does not have to be the authoruzed S|gnatory or
. the LPO custodian, but they must have a valid Unlver5|ty ID.



http://fbs.admin.utah.edu/download/AP/LPOAgreeF.pdf�
http://fbs.admin.utah.edu/index.php/accountspayable/forms/misc/�

—
* Your delivery code
can be found on the
Employee page in the
Accounts Payable cis oLr you can call
REQUEST FOR LIMITED PURCHASE ORDERS (LPO3) Purc
Dare DEraRTMENT NaME
w FLJ DErARTMENT ProsE Nusssr CAMMUS ADORESS Devvexy Coos
([:g reemernt
T accept custody of these Limited Purchase Orders with the underst: g that Tam p 11y

accountable for the blank forms. I further commit that I'will not redistribute blank Limited Purchase Order stock
entrusted in my possession in order to supply ancther employee's working supply of blank forms.

Cusronn's Enmuovee ID L

LFO Custumian's Fioe CusToowN's EMAIL ADDRESS

Ton = University policy and p provide for utilizing Small. Minority, & Women-owned

.|  businesses. It also has guidelines for small dollar purch My department accepts responsibility for following

v these policies and for the improper use, theft, or loss of the Limited Purchase Orders that are released to us. You

are authorized to charge my Default Chartfield for the full amount of the Limited Purchase Order when we do
not allocate the amount on the Limited Purchase Order copy, or otherwise do not have adequate funding in an
account within the allocation, or when you do not receive a completed LPO within three days after receiving an
applicable invoice from the vendor. Ifurther understand that violations of the Limited Purchase Order policy
(University Policy and Procedure 4-3) will result in the loss of their use, and that improper use of the Limited
Purchase Order may result in disciplinary action up to and including termination of employment and full

!'l' restitution to the University for all related sustained losses.

e

i
b 1| DEralLT CHARTRELD
Iy

et i SKMATORY 'S EPLOYEE D

Number of LPO’s requested:

Beginning/ending LPO numbers:

This order was filled by:

The LPO’s were delivered to:

The LPO’s were delivered on:

W THE UNIVERSITY OF UTAH"

' Section 1:
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HOW TO FILL OUT TH

15 THIS PAYMENT IN BEHALF OF A NON-ALS.
| CIMZEN OR GREENCARD HOLDER?

YES U NO O
F YES, TMEN PLEASE GIVE:
N

TOTAL NOT TO EXCEED $5,000 or 100%

Detach original and give lower portion anly to vendor. Discard the top stub of original.

e LIMITED PURCHASE ORDER
MAME UNIVERSITY OF UTAH TPI:MHERWSTMMNLM

PHOME NUMBER: (801) Accounts Payable

ORDER NOT VALID AFTER SIX (6) MONTHS 32:;‘1 Em cm."u}?d'ﬁ;'-em LO- 36 4 8‘ 67

ndees ('ﬁless than 10)
alled_d:esci;lﬁﬁim'df..“~'~ t ol
. fk :

P pre
UNIVERSITY OF UTAH

SALT LAKE CITY, UTAH 84112

Sund Involces In duplicate (o

ACCOUNTS PAYABLE DEPT. I
201 5 PRESIDENTS CIR RM 145

L SALT LAKE CITY, UTAH B4112-9003

TOTAL NOT TO EXCEED $5,000

¢ e
" e s.html, WHICH TERMS AND CONDITIONS ARE INCORPORATED INTO THIS ORDER AND . e B3
ARE DEEMED RESTATED IN THEIR ENTIRETY HEREN,

Queantity ‘Catalog Number and Detailed Description of Goods/Services Estimated Price: §

I8 this & of an order placed by

IF YES: Order was placed with: To the best of my knowledge, the purchase of the

E above items will not result in a conflict of interest
Name Date Phone as defined in PPM 48,

UNIVERSITY 15 AN EQUAL OPPORTUNITY EMPLOYER
State of Utah Sales Tax

Exemption Number: 20203 AUTHORIZED SIGNATURE
Fed. Tax ID #87-6000525

THIS ORDER IS NOT VALID FOR THE PURCHASE OF
FOREIGH GOOOS, RADIDACTIVE ISOTOPES, LIVE
ANIMALS, CONTROLLED SUBSTANCES, COMPRESSED OR
LIQUID GAS, PERSONAL SERVICES AND OTHER

J  LIMITATIONS IN ACCORDANCE WITH PPM 43 AND 44,

TYPEPRINT NAME and TITLE

ORIGINAL TO VENDOR
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HOW TO FILL OUT_ITHE

g -2 o - . n I ‘ oo i

= ‘-i

Provide the Payee's Social Security Number (SSN) or Federal =

Business meals, g, of must inchude in this section the names of the attendees (if less than 10) or name of
group and number in atlendance. a detalled description of the business purpose of the meeting, and the dates of the function,

[ AwOURT ™% ]

5 THIS PAYMENT IN BENALF OF A NON-ULS.

CIMIZEN OR GREENCARD HOLDER?

YES U NO O

IF YES, THEN PLEASE GIVE:

e

s soALsecimTYs ot TOTAL NOT TO EXCEED $5,000 or 100%  omaL
verron erasecr: LIMITED PURCHASE ORDER PURCHASE ORDER NUMBER
e UNIVERSITY OF UTAH T RO PNt o s
PHOME NUMBER: (101] Accounts Payable )

ORDER NOT VALID AFTER S1X (6) MONTHS 32:‘! Ellll CW.’:'.'ICSLT;:!:I‘:I";I LO_ 3 b 4 8 B 7

oare. Daliver or ship prepald all marchandise fo:

UNIVERSITY OF UTAH

SALT LAKE CITY, UTAH 84112

Sund Involces In duplicate (o
ACCOUNTS PAYABLE DEPT.
201 5 PRESIDENTS CIR RM 145
L SALT LAKE CITY, UTAH B4112-9003

TOTAL NOT TO EXCEED $5,000

g e e e O THS Urd

% N!Em RESTATED ummrﬂﬁu
Cusantity ‘Catalog Number and Detailed Description of Goods/Services Estimated Price: §

hmhammdmmm-ﬁwuum'f— Yes
IF YES: Order was placed with:

— Mo

Ta the best of my knowledge, the purchase of the | 1|

above items will not result in a conflict of interest
rinfinad in BEM 4.2

O PURCHAS

"' State of Utah Sales Tax
Exemption Number: 20203
Fed. Tax ID #87-6000525
*Our new tax exempt
#is: 1187443-002-STC

THIS ORDER IS NOT VALID FOR THE PURCHASE OF
FOREIGH GOOOS, RADIDACTIVE ISOTOPES, LIVE
ANIMALS, CONTROLLED SUBSTANCES, COMPRESSED OR
LIQUID GAS, PERSONAL SERVICES AND OTHER

J  LIMITATIONS IN ACCORDANCE WITH PPM 43 AND 44,

AUTHORIZED SIGNATURE

TYPEPRINT NAME and TITLE

00000000 0

PHONE NUMBER

ORIGINAL TO VENDOR




U THE UNIVERSITY OF UTAH"

Back le
of Contents
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|
1
|
|
t
|
|
TO THE ORDER OF: |

L sommeme ne s [— ;1Uggg5| ﬁ

*0D3BLE?S* " -

IMITED PURCHASE CHECK- NOT VALID OV $1,006.80

v WA [Febo O ———,

ADDRESS: PURPOSE/EXPLANATION

o, STR 2.
TAXPAYER 1D:
UNID;
TION: NA

vised 11/2009
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LIMITED h__? CH '. A

ik

CHECKS (LPCs)

an subject up to the limit printed on the face

The Limited Purchase Check m?' e

LPCs are prepared by the ordering department and are delivered (or mailed) to the vendor without preparing a requisition or
obtaining approval of the Purchasing Department.

svised 11/2009


http://fbs.admin.utah.edu/index.php/accountspayable/policies/rules/limited/�
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If a check is lost or stolen, the department must notify Accounts Payable immediately.

.

-

" If an LPC fails expenditure review and Accounts Payable has to perform additional tasks to get the
documentation into a recordable state, a $12.00 processing fee will be charged to the LPC’s default
~chartfield.

r d

Persistent improper use of the LPC will result in withdrawal of privileges to use these checks, and may
result in disciplinary action for fraudulent use.

- e :7#-" - =

M'
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Blood donors and study participants g

Wﬂuen L FOr *,Iﬁ. E req-unr he Huma n e ._;;,,.‘ | S
ackup withholding ' ok o

vised 11/2009
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http://www.irs.gov/pub/irs-pdf/fw9.pdf�
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LIMITED:

_{ The Origina| CheCk StUb: THE BACK OF THIS DOCUMENT FEATURES AN ARTIFICIAL WATERMARK-HOLD AT AN ANGLETOVIEW
' EHNS fon el camx wonsinem oy mere o e I . e 9
UNIVERSITY 7 s
* Goes to the payee/vendor. OFUTAH —
* Do not send the bottom stub because it contains sensitive . :
data related to our accounting system. This structure and s worwmupovensumors |
information is proprietary to the University information ke ctagid |
systems and is not generally known. If you need to send o
confirmation material to the vendor it should be in another LT : 5 '
form. 3 '
LIMITED PURCHASE CHECK- NOT VALID OVER $1,000.00 -
2 o PAYEE NAME: [venpor: > PG
The Accounts Payable copy- ADDRESS: PURPOSE/EXPLANATION
_—— CITY, ST & 2IP;
e A complete copy including a copy of the check should be R
attached to the study patient reimbursement form and/or ,
g A i DEPARTMENT:] APPROVED BY:
original receipt plus all related documentation should be LocTION: NAME:
forwarded to Accounts Payable, 145 Park. If the receipt i o
measures less then 8.5 inches by 2.75 inches, kindly tape b gl e s B e ]
the receipt to a plain white sheet of paper. (This makes our o
scanning process much faster.) e T Imm————————
The department copy:
TOTAL:
- e Should be retained by the department. T e e R O o[\
,_- \‘es O No [
;-— o

svised 11/2009
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THE LPC POSER

The LPC Custodian must use the online Positive Pay System to report checks to the bank as
they are issued by the department.

A

A check is considered issued when it has been released to the Payee. (A check that has been |
prepared, yet remains in the custody of the Custodian is not an issue.) L“iﬁi j

- Positive Pay is covered in the monthly LPC class held by the LPC Administrator in the Park
Building and information is also available online via the LPC User’s Guide.

. . - —
= W " B s = Py i e . al

vised 11/2009


http://fbs.admin.utah.edu/download/AP/Open.pdf�
http://fbs.admin.utah.edu/index.php/accountspayable/contact-us�
http://fbs.admin.utah.edu/index.php/accountspayable/policies/rules/limited/�

U THE UNIVERSITY OF UTAH"

To obtain blank Limited Purchase Checks, you must complete a form (available on the

Accounts Payable website).
\J

- Campus Mail or USPS mail.

The LPC custodian and an authorized signatory must sign the agreement and be on the Signature Authorization records in
both Accounts Payable and Purchasing. The LPC custodian and the authorized signatory can be the same person.

B

-
’ - e

'The person who picks up the blank checks must have a valid University photo ID.

ﬁ.‘check. A check register is also required if a custodian must return all or part of their check stock.

e Jroe ——t

New custodians are required to attend an LPC class which is held monthly in the Park Building. Current users are also
welcome to attend. Because space is limited, please register at the website.

vised 11/2009


http://fbs.admin.utah.edu/download/AP/LPCAgree.pdf�
http://afs.admin.utah.edu/index.php/training/training-lpc/�

W THE UNIVERSITY OF UTAH"

* Your delivery code

Section 1: !'» can be found on the
‘ UivERSITY e yon ot
e Fill in:

Purchasing.
|
* Dept. name and phone

e Campus address i W

* Delivery code* (the re uses this
code for delivering ite ith your LPC
number on the packa

ACCOUNTS PAYABLE
REQUEST FOR LIMITED PURCHASE

1 accept custody of these Limited Purchase Checks with the understanding that I am personally
accountable for the checks. I further assert that I have read the User’s Guide and understand that I will
immediately forfeit my privileges in this program if I or any of my assigns prepare a check for an amount that is

Section 2: LPC custOdia n rreater than the face value of the check.

. ey c s EMPLOYEE 1D ODIAN'S PRINTED NAME AND:

MAIL ADDRESS

University policy and procedures provide guidelines for utilizing Small, Minority, & Women-owned
C e businesses. It also has guidelines for small dollar purchases. My department accepts responsibility for following
these policies and for the improper use, theft, or loss of the Limited Purchase Checks that are released to us. In
the event that we do not allocate the amount on the check copy, or do not have adequate funding in an activity
= = = or project within the allocation, or otherwise do not forwa copy of the check and supporting documentation
Sectlo n 3 c Autho rlZEd Slgnato ry in :I:tifnely manner, you are authorized to charge my Default (.hal"’t}icld for the full amolflﬂ thlfe check and
related processing fees. I further understand that violations of the Limited Purchase Check policy will result in
the loss of their use, and that improper use of the Limited Purchase Check may result in disciplinary action up to
and including termination of employment and full restitution to the University for all related sustained losses.

DEFAULT CHARTFIELD

ATORY's EMPLOYEE ID R O HE DEFAULT CHARTFIELD

—=— Section 4: AP USE ONLY
E—'——!

Number of ct requested:
il
- _ - Beginning/ending check numbers:
== - — - — . & - B
5. - y .
= e — S =
e — ] e

e -

=

: a L
——— Accounts
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It is intended for a one time transaction between the Unlver5|ty and an outside vendor. Use a Requisition if the agreement
includes incremental services or deliverables and the vendor expects installments or more than one payment.
-

| m—

¥
'y A Payment Request is preferred to pay individuals for services, employee/student refunds, reimbursements and membership
dues.
£«

General Accounting must approve all Payment Request over $1,000.

— P e i

i L — —i o R —

Grants and Contract Accounting must approve Payment Request being paid out of project funds.

e . e - —

The lists other items which can be purchased with a Payment Request.


http://fbs.admin.utah.edu/download/AP/PaymentMethod.pdf�

-1 |

¢ A Professional Services Agreement is also required.

Consultants.

Guest lecturers.

oA Guest Lecturer/Performer Agreement is also required.

Independent contractors.

*A Professional Services Agreement is also required.

Performers (Individual and Group) .

A Guest Lecturer/Performer Agreement is also required.

—

Honorarium

*An honorary payment made on a special and non-routine basis to an individual who is not an
employee of the university to recognize outstanding achievement, demonstrate respect or esteem
for the individual’s status or position, or to acknowledge the contribution of gratuitous services to
the university. It does not include prizes and awards to university personnel. Click here for
Honorarium guidelines.

Please review: e .-'-' E&

eUniversity Regulations Policy 3-111 Independent Consultant and Independent Contractor
Professional Service Agreements

eUniversity Regulations Policy 3-062 Honorarium Payments

o T
Payable Department® § _



http://fbs.admin.utah.edu/download/AP/ProfServConsAgreeF.pdf�
http://fbs.admin.utah.edu/download/AP/GuestLectPerf.pdf�
http://fbs.admin.utah.edu/download/AP/ProfServConsAgreeF.pdf�
http://fbs.admin.utah.edu/download/AP/GuestLectPerf.pdf�
http://www.regulations.utah.edu/administration/3-062.html�
http://www.regulations.utah.edu/administration/3-111.html�
http://www.regulations.utah.edu/administration/3-062.html�

L [HE UNIVERSITY OF UTAH"

4| The Payment Request is available on the Accounts Payable website. Click
ﬂ for an auto-numbered .pdf of the Payment Request Mac users click for
r an un-numbered Payment Request.
4 2
F . ' ‘ |
4

Accounts Payable will assign a PR number to a Payment Request received
without one.

:- |
£
|
-

All Payment Request forms can be found at



http://fbs.admin.utah.edu/index.php/accountspayable/forms/onlinecheck/�
http://fbs.admin.utah.edu/script_payment_request/unique.php
http://fbs.admin.utah.edu/download/AP/ChckRqstFx.pdf�

PAYM-ENT REQUEST
! ACCOUNTS PAYABLE DEPARTMENT

THE
UNIVERSITY
OF UTAH"

{ACCOUNTS PAYABLE USE ONLY)

@ 301 5. PRESIDENT'S CIR, RM 145 {Campus Loc: Park/145)
DO NOT FiLL IN SHADED AREAS. .

PAYMENT SECUEST NUMBER PURIE Mkl PAYMENT IS FOR

TRADE MAME IF APFUICAALE] I SERVICES, LIST TYRE:

B ber will appear on Managerment Reg
g NUMBER (IF KNGWH] z REMIT ADDRESS VENDOR TYPE
g E
Z [ INVOILE vuMBER o DATES OF SEIICE
: e AN
€ [TWvoice oart Z T D FANDLNG
x I}
= a - .
=
TNVOICE AMOUNT &

PAYEE 1D NUMBER [EIN, 55N, TIN OR uNID) Check this box if you want to make this

payment on a separate check

Is this
Yes

ent being made to or on behall of an individual or organization that i3 & non resident alien?
tequired for consultants, ndependent tontractars, & No [ | 1 Ves, give country of residence:
honoraria. Campus sddresses are not allowed if the

transaction |s reportable under IRS guidelines

If the non-resident information sbove is not eomplete, this request will be returned-unpaid_

e

Section 2: Payee Information

L

s name, and th' y
¥

es” or “No”.

S —
Note: Busine WL inCluce the names of attend
less than 10) ailed description, and dates of the E
E' Mall Addrezs
-,
ﬁ Oepartment
§ Fhane Number and Date
BU ORG FUND ACTIVITY PROJECT ACCOUNT | AU AMOUNT (5] 1099
cone
[
Each field must be filled In to property allocate the payment. If 2l Relds are not TOTAL 0.00 E
property filled out, this request will be returned, resulting in unnecessary defays. -

asidence; if “Yes” i is.
will be sent to Tax Services f r

pe from the menu.
from the menu.
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For all other travel related expenses, the department must register the trip, obtain a travel

number, and submit payment requisition to Travel Department.
.

See the next slide for a flowchart to submitting travel related payments.
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Click to view Travel’s Website
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Accounts Payable Dept.
201 €. President's Cir, Rm 145
Salt Lake City, UT 84112

Flowchart: Travel Related Expenses

Yes
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Option A
Prepare a Check Request for
AP.

Option B

Register the trip, obtain a
travel #, & submit the
payment to Travel Accounting.
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If needed, Accounts Payable can expedite a payment to a vendor.

A payment can be created typically within one business day of receiving the Payment Request.
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A handling fee of $12 must accompany all requests for 'Next Day' checks. This can be paid with cash, an offset against the payable amount, or
a Campus Order.

Next Day requests received before 1:00 PM: Next Day requests received after 1:00 PM:

*The check will be available the following morning of the next business day - provided ¢We will do our best to process the request & create a check or payment on the next
the Check Request passes expenditure review and all approvals are in order. business day. If we cannot, the request will be processed the next business day, and
the check or payment will be prepared on the following day. I

A SAME DAY Check is also available.

A handling fee of $24 must accompany all requests for ‘Same Day' checks. This can be paid with cash, an offset against the payable amount, or

a Campus Order.

All requests for “same day” checks must be hand delivered to an Accounts Payable supervisor, and will be handled responsibly on a case-by-case
basis depending upon available resources.
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Additional AP Resources

Stop Payment Information
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' Other Accounts Payable Training Available
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STOP PAYMENT INFORMATION
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If a check has been lost, or needs to be replaced or voided, fill out a Stop Payment Form. This way,
Accounts Payable has a written record of the void or reissue and a record of the reason for the stop
\payment.

can be found on the AP website.

\

Fax/Send completed form to AP. Include a valid reason for voiding the check, mark whether the check
should be reissued or simply voided. Include the check if possible.

- L RN
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| Itis also acceptable to mark “VOID”, the reason for the stop, your name and phone number directly
on the check and deliver it to AP.

\

Stop Payment Form .

o

Account Dep mentﬁ "
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ADDITIONAL TRAINING AVAILABLE
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Financial & Business
Services offers a wide
variety of training classes.

i



http://fbs.admin.utah.edu/index.php/training/all-fbs-training-courses/�
http://www.hr.utah.edu/training/register/classdetails.php?ClassID=284�
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