University of Pennsylvania

Office of the Comptroller

Request for Payment

	VENDOR #
	     
	
	DATE:
	     


	Will Call
	 FORMCHECKBOX 

	Wire
	 FORMCHECKBOX 


	Attachment
	 FORMCHECKBOX 

	Foreign Draft
	 FORMCHECKBOX 


	Federal Express
	 FORMCHECKBOX 

	
	

	
	 FORMCHECKBOX 

	Faculty/Staff (last 4 digits of SSN)
	     

	
	 FORMCHECKBOX 

	Student (last 4 digits of SSN)
	     

	PAYEE NAME 
	     
	     
	     
	 FORMCHECKBOX 
 
	Other (SSN)
	     

	(Individual)
	(Last Name)
	(First Name)
	(MI)
	

	
	
	

	PAYEE NAME
	     
	Tax Payer Identification #
	     

	(Company)
	

	
	Address 1
	     

	
	

	
	Address 2 
	     

	
	

	
	City
	     
	State
	     
	Zip
	     


	Line#
	Invoice Date
(DD/MM/YYYY)
	Invoice Number
	Amount
	26 Digit-Account Number (# of digits in category)

	
	
	
	
	CNAC

(3)
	ORG

(4)
	BC

(1)
	FUND

(6)
	OBJ

(4)
	PROG

(4)
	CREF

(4)

	1
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Total Amount:
	     
	
	Auditor Approval


Business Purpose of Payment (please check one)
	Taxable Payments to Individuals for:
	Payments to Companies or Reimbursements to Individuals for:


	Royalties (4919)
	 FORMCHECKBOX 

	Honorarium (5314)
	 FORMCHECKBOX 

	
	Conferences (5210)
	 FORMCHECKBOX 

	Telephone (5260), Postage (5269)
	 FORMCHECKBOX 


	Consulting (5302)
	 FORMCHECKBOX 

	Other Services (5319)
	 FORMCHECKBOX 

	
	Subscriptions (5239)
	 FORMCHECKBOX 

	Photography (5275)
	 FORMCHECKBOX 


	Consulting Computer (5306)
	 FORMCHECKBOX 

	Subject Fees (5319)
	 FORMCHECKBOX 

	
	Supplies – Misc (5249)
	 FORMCHECKBOX 

	Gas (5413), Electric (5410)
	 FORMCHECKBOX 


	Lecture Fees (5313)
	 FORMCHECKBOX 

	Subject List Attached 
	 FORMCHECKBOX 

	
	
	
	Other (Explain)
	     
	 FORMCHECKBOX 



	Explanation for Payment:
	     

	
	     

	
	     


Approval Section
	Embossed Identification
	Signature of Budget Administrator


	
	Type Name of Budget Administrator
     

	
	Additional Approval Signatures (if necessary)


	
	Mail Code 
     
	Telephone
     

	Comptroller’s Authorization




12/02

