
 
 
 

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 
69I-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: 

 
 operating capital for a specialized piece of equipment  
 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) a mission-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) 
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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: 
 

 



 

 

 
 


