USF Payment Request Form Instructions


Payment Request Forms (PRF) are now submitted directly to Accounts Payable. The form is available on the Accounts Payable website: http://www.usf.edu/business-finance/controller/payment-services/acctpay.aspx See the Guidelines Manual for a list of allowable purchases on a Payment Request Form. To submit the forms, send to apinvoices@usf.edu with the required backup.  Payment Requests submitted beyond 60 days of the date of the transaction will require VP approval. 

Requestor Information:  This information will be used by Accounts Payable to contact the requestor if there are any questions with the request.  The Authorized Approver’s signature will be checked against the Chartfields to ensure the individual has the proper authority to approve the request.

· Digital signatures will be accepted from the Authorized Approver. If additional signatures are required, print the document, get the additional signatures, scan the document then add digital signature. The digital signature must be the last step prior to submission. 
Supplier Information: Fill in name, Supplier ID and address. If this is a new supplier, go to the New Vendor Request Form in FAST to submit a request. A Supplier ID will be created and sent to you for use on this form.  FAST Supplier ID is required for Non-Employees.    If payee is an employee and does not already have a FAST Supplier ID, include the Employee ID number on the form. Select the proper type: Supplier, Employee, or Student. 
Invoice Information: An invoice number and invoice date are required fields. If the supporting backup documents do not have a true invoice number, one must be created using the following format. 

· For individuals use the date of delivery or service completion, first initial and last name. Ex. 1182013JSMITH
· For businesses or other entities use date of delivery or service completion and initials of the full company name. Ex. 11182013FDOE. 

Payment Request Type: This is a drop down list of payment types that are allowable on a PRF. If the payment type does not exist on the list, use the drop down “Extenuating Circumstances”. 

Description of Expenditure: The description should reflect what is being paid for and should match the backup documentation attached to the form. 

· Split distributions are allowed. If the need is to split more than 2 ways, use the additional 2 Item lines to split up to six ways. If more splits are needed use the PRF Addendum or attach a spread sheet to the Payment Request Form.

· If there is a need to use the Addendum or a separate spread sheet, reference in the Description of the line to “see attachment” and give a total for the attachment in the Extended Total. 
Travel Related Expenditure:  If the expense is related to travel, you must include the Travel Authorization number in the field at the bottom of the page. All travel related items will be reviewed by The Travel Department for compliance. 

Comments:  Use the comment field for any special instructions that may include justifications, wire information or check pickup requests. Check pickups must be approved by the AP Manager or Supervisor. 
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