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Procedures Document

Purpose of Procedure: Documentation of automatic advance payment authorizations

Who Processes: Disbursements (Vendors Payable & PCard) staff

How often: As needed

What is Processed: Invoices requiring a payment prior to receiving goods or

services

Where are the results distributed: | PeopleSoft Financials

Date: Initial: 09/01/2017; Revised 05/08/2020; 08/16/2021

Author: Joel Levenson, AVP for Tax, Payables, Procurement
Summary:

This documents the university’s procedures for advanced vendor payments.

Background Information:

Although section 215.422(14), Florida Statutes, and Florida Administrative Code Rule
691-40.120(3) concerning advance payments made by other state agencies do not apply
to the Florida public universities, it is best practice to document the university’s position
and procedures for approving certain advance payments when the benefits outweigh the
risks. Advance payments are a common business practice and are required by certain
suppliers for a variety of reasons; however, the risk that the vendor will not provide the
agreed-upon goods or services at an acceptable standard of quality must be considered
prior to any prepayments.

Examples of items and services that may require advance payments include:

e operating capital for a specialized piece of equipment
e catering
¢ monthly rent or lease payments

The following are examples of items and services that are qualified for automatic
prepayment approval:

1) a continuous need for the maintenance or service of a research project

2) amission-critical need of the department

3) customized equipment or furnishings

4) software licenses

5) insurance premiums

6) rent according to payment terms as evidenced by a lease with an external entity
7) other (justification provided by the requesting department)



The following are examples of goods and services that are strictly prohibited from advance payments:

1) internal UCF charges, other than monthly contracts. Example:

* Department X receives an invoice in April for May’s copier lease. Payment for the
copier lease in April for May is allowable. Payment for next fiscal year’s anticipated
copier invoices is prohibited.

2) Any expenditure with the intent to expend current year operating budget prior to fiscal year
close.

Procedures:
I.  Review of payment terms

A. Non-research project invoices which include payment terms requiring a payment
prior to the requesting department receiving the requested goods or services, will
be automatically approved for an advanced payment by the Division of Finance
(DF), if the prepayment terms are documented on the invoice, or other
agreement between the university and the payee. The advance payments
must meet the criteria listed, above.

B. DF will review the prepayment during the vouchering process to ensure the
payment meets the prepayment terms. Examples of allowable prepayment terms
are provided below.

C. For research projects requesting an advance payment, DF will consider the
prepayment approved after review and approval by the Office of Research &
Commercialization (ORC).

II.  The disbursement staff processor is required to document the prepayment, if the
payment meets both of criteria A and B, below. The documentation of the
prepayment is an excel file titled, “Advance Multi-Year Payments” located on the
T:Drive and is available for review by General Accounting.

A. The prepayment is for a term of service, or for goods expected to be received after
a fiscal year end in which the payment occurs.

B. The payment is for $5,000 or more.

III. Any exceptions to this procedure must be approved in writing in advance of the
purchase by the Assistant Vice President for Tax, Payables, and Procurement.



Examples of allowable prepayment terms:

BACKSTAGE EQUIPMENT, INC.
8052 Lankershim BI. a e S r e r
Morth Hollywood, CA 91605
Tel: {818) 504-6028 Customer No.: UCF
Fax:(518) 504-6180 Order No.: 26725
Bill To: Univergity Of Central Florida Ship To: University Of Central Florida
12405 Aquarius Agora Drive 12405 Aguarius Agora Drive
Bidg 75, NSC 157 Film Bidg 75, NSC 157 Film
Orando, FL 32816 Orlando, FL 32816
[ Date Ship Via F.OB Tems |
0325117 Pilot Freight Crigin -Prepaid-
| Purchase Order Nurnber Required Date Sales Pe e el
Verbal 06/M5/17 Zulema Flores 28725
| Cruantity ttem Mumber Description Serial Numriber Unit Prica Amcunt
| Req | Shipped B.O.
1 G-02 Super Duz-All Cart $1.905.00 %1,805.00
Dims. LB3" x W20" x HB8" 324 |bs.
1 E-15 Stinger Cart (Completa) 5405.00 F485.00
L18" x W28" x H38" 79 |bs
1 GE-13 C-Stand/Hi-Roller Litility F0205.00 F085.00
Cart
Dims. L3G" x W2§" x H80" 100 lbs.
i E-01 Electrician's Cart $1.575.00 $1.575.00
Dims. LB1" x W2D" x HE4" 255 bs.
[} B-D2 Milk Crate w Ring $20.00 $120.00
4 B-05 School Crate 520,00 590.00
[} B-04 Milk Crate Liner-Mstal $10.50 §683.00
Dims. L18" x W13" x H11" 4 Ibs.
4 B-0& School Crate Liner $10.00 F40.00
LT 34" x W11 34" x H4 T/8
1 PACK Packing Charge §268.15 5268.15
5% charge of the net price
John Bowen
(407) B23-3803
Jonathan_boweniiuct edu
Crrder subtotal 35.831.15
Freight charges 393148
Crrder total $6.562.683




PRIVATE EVENT AGREEMENT
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Crrrus CLus

A Slemlar vy by Sy

EVENT: LICF

DATE OF EVENT: August (03, 20017

RO TIME IN TIME OUT ROOM FEE
Hamlin (D200 T DDk pam QR32007 0200 pm 50,00
ESTIMATED ATTENDEES: a5 FOOD AND BEVERAGE MINIMLUM: &1, 500000
ESTIMATED COST: 514805 NONREFUNDABLE DEMOSIT: S1,000000
MEMBER/CLIENT: UCF Executive Developoment Conter

PHOME: {407} 215.3014 EMAIL - rwug\um:n::}i;bu&.ul:l'.u]u

CLIENT REP I-la:k:.- 'U-'zgnrbﬂ

PHONE: {407} 235-3914 EMAIL: rwngonerimbus. uct.edu

This Agreement is not hinding uposn the Club unless it is signed by both parties and any deposit paid hy:
OLIR2017

This Private Evert Agreement (this "Agreement”) is between Citrus Club, [ne. {"Club®), focated at 255 Sovath
Orange Ave, Orlands, FL, 32801-3481 and UCE Executive Developement Center ("Member/iClient"),

Member/Clicnt has requested that Club reserve a portion of Club’s facilities for an event, party, banguet, or
fumction (the "Event™). MomberClient has sclocted the armngement summarized shove, which will be more
spocifically described on Exhibit "A" o be atiachoed heseto (the "Banquet Event Order”).  Membes/'Client

widersiands and agrees that the following are express teems aml conditions applicable w te Event

( | Paymeit Schedile, Al the tone of executon of this Agreement by both paities, MembenClient
shall puy to Club a nenrefundable deposit of $1.000.00 to secure the Eveni.  This nonrefundable deposit will be
applied to the total cost of the Event. Ne later than 06/04/2017 {or. if blank, 60 days prior to the Event),
Member/Client will pay an additional deposit eqgual 1o 50% of the estimated cost for the Event set forth shove (the

\"Estimated Cost"), The remaining 50%, less the sonrefundable deposit, is due no later than 07272017 (o, if

blank, 7 days prior w the Event).  In the event of an overpayment, the Club shall sswe a refund check o

Member/Client for the difference within 240 days after the Evenl.  Any owistanding amounts and any additional
charges incurred with respect (o the Event will be charged 1o Membes/Chent's authonzed eredit card. 15 any
payment 15 nod made when dus, the Club may, at its option, deem the Event canceled, in which case concelliton
charges will apply.
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