	Frequently Asked Questions (FAQ's)

· What types of expenditures are not allowable by the college?

Flowers for non-college related functions

Alcohol

Baby Showers, Birthday Parties, Personal Gifts 
· What is a direct pay invoice?
Invoices for goods or services under $1000 including shipping that do not follow the Procurement process. The invoice payment and backup is sent directly to the Accounts Payable department. 
· Should the orginal invoice from the vendor be sent to Accounts Payable or directly to the requestor?

All invoices must be forwarded directly to Accounts Payable for tracking and auditing purposes. The purchase order number and requestors name must be on the invoice submitted.  Please advise vendors to mail the invoice to the following address:

Montgomery College

Accounts Payable Department

900 Hungerford Drive, Suite 230

Rockville, MD 20850

· How long will it take to receive a check for employee reimbursement?

Employee reimbursement for purchases and travel are paid within 10 days of receipt if appropriate supporting documentation and approval is provided. 

· What days are the checks run?

The Accounts Payable check run is scheduled twice a week each Tuesday and Thursday.  Urgent requests must be received by Accounts Payable no later than 12:00 pm. On Monday and Wednesday each week to meet the check run deadlines. 
· What items are prepaid on the Long Distance Travel Form?
Hotels, Registration for Conferences that are not covered by EAP funds, Airline/Rail transportation if booked through the college preferred travel agencies. 
· Should I forward the Long Distance Travel form to Accounts Payable prior to traveling?
All long distant travel forms must be forwarded to Accounts Payable once approved for travel. 

· What is the current mileage reimbursement rate?
As of July 1st 2011, the mileage reimbursement rate is ($0.555) 55.5 cents per mile. 

· When do I need an IRS, W-9 tax form?
The W-9 form is required for all Professional Services, Consultants, Honorarium and Contractors that are not incorporated. There services are reportable to the IRS as a 1099 Vendor if disbursement exceeds $600 in a calendar year. 

· What do I do if I do not have a receipt?

If a receipt or piece of documentation is lost, a memo from the Supervisor of the department must be sent to the Accounts Payable Manager approving and indicating the circumstances. The memo must be attached to the reimbursement request. 
· How do I obtain proof of payment per a vendor request or a copy of a canceled check?

You can contact the Accounts Payable Department for a copy of the canceled check.  The Accounts Payable Department can fax to the vendor if information is provided or return to the requestor. 
· Can invoices be paid from a fax or copy?

Per auditing standards, disbursements should be paid with orginal invoices and documentation.  The Accounts Payable department will accept electronic invoices by e-mail for payment.  The requestor should advise the vendor when placing orders. 


	

	


