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See DB@CSUSM at http://www.csusm.edu/fbs/ 

	DB@ CSUSM
	Direct Payment for Printing Services – Not to exceed $2,000.00


DATE:

April 13, 2007
TO:

Deans, Department Chairs, Managers and Department Business Managers
FROM:
Shirley Brady


Controller, Finance and Business Services



Bella Newberg



Director, Procurement & Support Services

To improve the process of paying for printing services, Accounts Payable and Procurement & Support Services have included printing services in the “Direct Pay” procedure for payment.  The Direct Pay process provides a shorter turnaround time for payments and eliminates the need for a requisition.  

· Printing (not to exceed $2,000) per job is now a qualifying item for direct payment.  Per Direct Pay Guidelines, letter “M.”
· A direct pay form is not necessary if you have a vendor invoice that includes a remittance address.  You must stamp the invoice with the AP “Approved for Payment” stamp and include the chart field string, original authorized signature and the words “Direct Pay” or “DP” written on the PO line.  
· Printing items are to be delivered to Central Receiving, not to the department.  
· Shipping label must include “Direct Pay,” department name, and contact information.  Please inform the vendor.
If you have any questions, please contact Becky Henwood at ext. 4442.
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