INSTRUCTIONS FOR PREPARING A DISBURSMENT VOUCHER

All non-commodity payments must appear on a Disbursement Voucher.  The signed Disbursement Voucher must be forwarded to the Controller’s Office with the original vendor documentation for processing.  When completing the disbursement form, observe the following instructions.  

1. PO Number – Provide either the Purchase Order number, from which payment is made against, or indicate DV for Direct Payments.   

2. Name – A twenty character field for the vendor’s name.

3. Vendor Certification – Certification requires a vendor’s signature or the phrase “As Per Attached Invoice” with the company’s invoice attached to the disbursement voucher.

4. Vendor Number – A ten digit code that identifies the vendor in the e*mpac Financial System.

Note:  This is not the vendor’s Tax Identification Number!  If the vendor does not have a Vendor Number, one must be assigned to the vendor.  A Vendor Information Form and a MW-9 must be completed by the vendor so as to be added to the vendor file.  

5. Address – A fifty character field for the vendor’s remit to address.  Apartment numbers, specific building or lock box numbers should be included in this field.

Note:  This address must be on the vendor file to be used. If the address is not on the vendor file, then a NEW and COMPLETED W-9 from the VENDOR as well as a completed VENDOR/UPDATE FORM from the DEPARTMENT MUST be sent to Controller’s Office IN ADVANCE of the invoice and DV. 

6. City – A twenty character field for the city associated with the vendor’s remit to address.  

7. State – A two character field for the state associated with the vendor’s remit to address.  

 8. Zip Code – A nine-digit filed for the Zip Code associated with the vendor’s remit to address.  

 9. Payment Type – Indicate the type of payment that is being made.

 10. Dates of Service – (If Applicable) Two eight-digit fields for the dates of service (format: mm/dd/yyyy)

11.  SpeedType –  A six digit number that is used in the University Finance System which represents the funding source for expenses, i.e.; a Chart String or Chartfield representing a combination of fund-department-program. Departments must ensure their Speedtype is included on the DV in the space provided.
 12. Documentation Attached – Indicate documentation type that is attached to the disbursement voucher.  

 13. Invoice Date – An eight-digit field for the invoice date (format: mm/dd/yyyy)

 14. Invoice Number – A thirty-character field for the vendor’s invoice number.  

 15. Invoice Description – If payment is being made to a company provide company name.  If payment is being made to an individual provide their last name.

16. Amount – A twelve-digit field for the dollar and cent amount of the payment.  

17. PS Account – A six-digit PeopleSoft code that identifies the type of expense.  (i.e. the FRS Object Code)  
 18. Fund – A five-digit code that represents a particular type of money (i.e. Curriculum, or Federal Grant).  This value can be obtained on the Chartfield Lookup Table.
19. Dept Id – A ten-digit code that represents a fiscal department. This value can be obtained on the Chartfield Lookup Table.
 20.  Project/Grant – (If Applicable) – A fifteen-digit code that represents an individual grant of project.  This value can be obtained on the Chartfield Lookup Table.

 21. Program – A three-digit code that groups related fiscal activities for reporting.  This value can be obtained on the Chartfield Lookup Table.
22. 1099 – (Leave Blank) – A one-character field that indicates if the payment is 1099 reportable.  The field is completed by the Controller’s Office.

23. Handle – (Leave Blank) – Indicate AP if the check is to be return to the Accounts Payable department. Otherwise, leave this field blank.  

 24. Voucher Number – (Leave Blank) – An eight-digit field that identifies the payment within the e*mpac Financial System.  This field is completed by the Controller’s Office.

 25. Authorized Signature – The signature of the individual who is responsible for the expenditures made on this source of funds.

 26. Total Dollars – The total of all invoices being paid on the voucher.

27. Prepared By – The name of the individual who prepared the form.

 28. Department – The University department where the form originated.

 29. Phone/Email – The phone number or email address of the person who prepared the form.

If you have any question as to how the Disbursement Voucher Form should be completed, feel free to contact Accounts Payable Department at 617-287-5120.
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