	DIRECT PAYMENTS REQUESTS


	Definition 

Direct Payment is a convenient method for purchasing subscriptions, memberships and other eligible transactions under $1000 for which the payment transactions do not follow the regular procurement process. All services including Honorarium and Consultant fees up to $1500. These transactions are paid directly from general ledger accounts through the Accounts Payable Department.   

	Process 

1. The requesting department completes a   Check Request for Direct Payment form for eligible transactions.  
2. The Account Manager must authorize the payment by signing the Direct Payment form and attaching all required supporting documentation. 

3. The completed Direct Payment form and attachments are then sent to Accounts Payable. 

	Eligible Transactions 

· Subscriptions for one year only
· Membership dues 
· Local conference registration-unrelated to EAP funds
· Services up to $1000 with a contract or signed agreement between parties
· Employee Reimbursements over $50 should  be submitted to Accounts Payable on a Check Request for Direct Payment form with supporting documentation. All reimbursement requests are subject to review by the Procurement Office.  Reimbursements under $50 can be obtained through Petty Cash from a campus Cashier’s Office (see details in the section on Petty Cash). (Employees are urged to use a College Purchasing Card, Small Purchase Record, or other purchasing method rather than purchasing out of pocket and filing for personal reimbursement.) 
· Consultants - Professional service fees – requests up to $1,500 must be submitted with a completed contract , vendor invoice,  W-9 form and a Check Request for Direct Payment form. (Requests over $1,500 must be submitted with a completed contract and a Requisition to the Procurement Director.) 

· Honoraria – an Honorarium Confirmation Contract for requests up to $1,500 must be completed and submitted with a vendor invoice, W-9 for and Check Request for Direct Payment form. (Requests over $1,500 must be submitted with an Honorarium Contract and a Requisition to the Procurement Director for review.) 
  

	Check Request Requirements

All direct payment requests must include a detailed explanation for the reason for the request.  All requests must have the completed subscription or membership form.  Employee reimbursements must include the original receipts for authorized college purchases. The receipts must be taped to a separate sheet of paper.
· Vendor name with the company's Federal ID number or 

· Individual's name and MC Employee ID Number 
· E-mail address
· Remittance address 

· Telephone number 

· Amount to be paid 

· Department account number(s) to be charged 

· Account manager's name and signature 

Important: 

When an employee pays with a personal check for the college purchase, a copy of both sides of a cancelled check or copy of a bank credit card statement must be attached with the request.  

	The College is tax exempt: do not include tax in your requests


	


