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Financial Services
CSU Channel Islands Check Request Form - To be used for transactions that require payment to vendors. This form cannot be used for items that require service agreements, have been previously paid on ProCards, or any travel or expense reimbursements. 
Anna Campbell
CSU Channel Islands Check Request Form
2015.07.15
Check Request Form
Check Request Form
Select Business Unit for Check Request
Please select a CSUCI Business Unit
Payment Instructions:
Check Instructions: Select the payment method.
Please select the method of handling for this check request.
1 Please provide the additional copies needed for mailing attached to the complete original documentation. 
If no copies are provided Accounts Payable cannot ensure that the item will be sent as intended. 
1 Please provide the additional copies needed for mailing attached to the complete original documentation. If no copies are provided Accounts Payable cannot ensure that the item will be sent as intended. 
2 Wire transfers require the CI Accounts Payable Wire Transfer Form (see pg. 2) to be completed and attached in order to process a wire. 
Please plan ahead 7- 10 business days for Financial Services approvals and processing for the payment to be confirmed. 
Errors in documentation or banking information will cause delays.
2 Wire transfers require the CI Accounts Payable Wire Transfer Form (see pg. 2) to be completed and attached in order to process a wire. Please plan ahead 7- 10 business days for Financial Services approvals and processing for the payment to be confirmed. Errors in documentation or banking information will cause delays.
 3 Accounts Payable will verify that Active/Eligible Direct Deposit is present at time of payment .  If no active direct deposit form is on file, a check will be mailed instead.  Any errors in banking information will also cause the payment to be issued by check with an error warning. 
If a vendor would like to sign up for the CI direct deposit/ACH program please contact CI Procurement.
 3 Accounts Payable will verify that Active/Eligible Direct Deposit is present at time of payment .  If no active direct deposit form is on file, a check will be mailed instead.  Any errors in banking information will also cause the payment to be issued by check with an error warning. If a vendor would like to sign up for the CI direct deposit/ACH program please contact CI Procurement.
4 Pick up at SBS Option. An e-mail will be sent out when the item is ready to be picked up. Photo Identification will be required to pick up checks. The SBS Cashier will hold checks for ~3 Business Days after notification. Items not picked up will be mailed.
4 Pick up at SBS Option. An e-mail will be sent out when the item is ready to be picked up. Photo Identification will be required to pick up checks. The SBS Cashier will hold checks for ~3 Business Days after notification. Items not picked up will be mailed.
NOTE:  ALL New Vendors must complete CA STD 204 Form. Please submit to Procurement in advance or attach to this form. 
Note** New Vendors must complete a Form 204. Please submit new 204s to Procurement. No request can be processed without 204 on file.
NOTE:  ALL New Vendors must complete CA STD 204 Form. Please submit to Procurement in advance or attach to this form. 
Allowable Types of Payment:
TYPE OF PAYMENT: Attach receipts, invoices and/or other documentation which support amount being requested.
Description and/or Explanation of Request:
Do not leave blank
Description and/or Explanation of Payment
Restricted Types:
Type of Payment Definition:
 
Advertising Payment - A paid form of non-personal presentation or promotion of goods,services, and/or ideas. Usually advertising is made through various publications, and devices carrying messages to intended recipients (e.g., newspapers, television, billboards). 
Type of Payment Definition: Advertising Payment - A paid form of non-personal presentation or promotion of goods,services, and/or ideas. Usually advertising is made through various publications, and devices carrying messages to intended recipients (e.g., newspapers, television, billboards). 
Attachments Required:
___Original Invoice associated with payment
___Copies of advertisement/tear sheet associated
Attachments Required:Original Invoice associated with payment.Copies of advertisement/tear sheet associated.
Type of Payment Definition:
 
Art Model Payment - Models hired by the CI Art Department. A signed liability waiver must be on file with Accounts Payable before payment can be issued. 
Type of Payment Definition: Art Model Payment - Models hired by the CI Art Department. A signed liability waiver must be on file with Accounts Payable before payment can be issued. 
Attachments Required:
___Original Invoice associated with payment
 
 
On File Required:
___CI Liability Waiver
Attachments Required:Original Invoice associated with payment  On File Required:CI Liability Waiver
Type of Payment Definition:
 
Honorarium/ Speaker Fee Payment - A payment made in appreciation for a professional favor provided to the University by an individual who cannot charge for his/her special professional services. The amount of an honorarium is usually set by the University in advance through an offer letter. 
Type of Payment Definition: Honorarium/ Speaker Fee Payment - A payment made in appreciation for a professional favor provided to the University by an individual who cannot charge for his/her special professional services. The amount of an honorarium is usually set by the University in advance through an offer letter. 
Attachments Required:
___Copy of the offer letter 
___Copies of flyers/event details associated
Attachments Required:Copy of the offer letter Copies of flyers/event details associated
Type of Payment Definition:
 
Independent Contractor Payment - A payment to a non-employee/professionals who may by contractual agreement charge CSUCI for their travel expenses.  Travel expenses submitted must comply with CI policy.
 
This does not include professional services such as architects, engineers, etc. that require purchase order agreements for insurance purposes. 
Type of Payment Definition: Independent Contractor Payment - A payment to a non-employee/professionals who may by contractual agreement charge CSUCI for their travel expenses.  Travel expenses submitted must comply with CI policy. This does not include professional services such as architects, engineers, etc. that require purchase order agreements for insurance purposes. 
Attachments Required:
___Original Invoice associated with payment
___Original Itemized Receipts detailing expenses 
Attachments Required:Original Invoice associated with payment.Original Itemized Receipts detailing expenses.
Type of Payment Definition:
 
UNIV Group Travel/Travel Agent Costs - Registration costs, Group Travel Costs, Group Travel Expenses, etc. related to a University Sponsored group travel, such as UNIV392. This type of group travel is payable to a travel agent, booking agency, other booking agent.  International travel packets must have all of the required documentation. 
Type of Payment Definition: IRA Activity - Expense to be charged to IRA fundGroup Travel/Travel Agent Costs - Registration costs, Group Travel Costs, Group Travel Expenses, etc. related to a University Sponsored group travel, such as UNIV392. This type of group travel is payable to a travel agent, booking agency, other booking agent.  International travel packets must have all of the required documentation. 
Attachments Required:
___Original Travel Authorization              
     ___ President's Signature for International
___Travel Participant List 
      ___Foreign Travel Insurance Request for International 
___Purchase Order / REQ number
         ___Deposit         PO/REQ#______________
         ___Final Payment
___Original Invoice associated with payment
___Copies of IRA funding packet
Attachments Required:___Original Travel Authorization	          ___ President's Signature for International___Travel Participant List       ___Foreign Travel Insurance Request for International ___Purchase Order / REQ number	___Deposit	___Final Payment___Original Invoice associated with payment___Copies of IRA packet
Type of Payment Definition:
 
Membership Fees or Dues - Membership and participation in the activities of community groups, including but not limited to service clubs and community-wide organizations.          
Type of Payment Definition: Membership Fees or Dues - Membership and participation in the activities of community groups, including but not limited to service clubs and community-wide organizations.	 
Attachments Required:
___Original Invoice or Membership Notice associated with payment
 
Attachments Required:___Original Invoice or Membership Notice associated with payment 
Type of Payment Definition:
 
Note Taking Service / Interpreting Service  - Payment for classroom note taking services or interpreting services provided.
 
Type of Payment Definition: Note Taking Service / Interpreting Service  - Payment for classroom note taking services or interpreting services provided. 
Attachments Required:
___Original Invoice associated with payment
 
 
Note Takers:
___ Note Takers submission excel log should be e-mailed to AP in advance.
Attachments Required:___Original Invoice associated with payment  Note Takers:___ Note Takers submission excel log should be e-mailed to AP in advance.
Type of Payment Definition:
 
Permit/ License Fees or Renewal - University paid permit or license fees.
 
Type of Payment Definition: Permit/ License Fees or Renewal - University paid permit or license fees. 
Attachments Required:
___Original Invoice associated with payment
 
Attachments Required:___Original Invoice associated with payment 
Type of Payment Definition:
 
Prepaid Postage or Freight - Pre-paid mailing or shipping costs associated with printings, mailings, etc. 
Type of Payment Definition: Prepaid Postage or Freight - Pre-paid mailing or shipping costs associated with printings, mailings, etc. 
Attachments Required:
___Original Invoice associated with payment
 
Attachments Required:___Original Invoice associated with payment 
Type of Payment Definition:
 
Conference, Registration, Workshop or Training Fees - Registration costs and conference fees payable in advance to the vendor/host. This includes Workshop registrations or fees associated with any training, professional development, class fees, etc. 
Type of Payment Definition: Conference, Registration, Workshop or Training Fees - Registration costs and conference fees payable in advance to the vendor/host. This includes Workshop registrations or fees associated with any training, professional development, class fees, etc. 
Attachments Required:
___Original Invoice associated with payment
___Copies of enrollment paperwork 
Attachments Required:___Original Invoice associated with payment___Copies of enrollment paperwork 
Type of Payment Definition:
 
Stipends - An set amount awarded to students through grants, programs, etc. This includes LSAMP and program awards. 
Type of Payment Definition: Stipends - An set amount awarded to students through grants, programs, etc. This includes LSAMP and program awards. 
Attachments Required:
___Original Award Letter produced by University
___Copies of any campus wide advertisements/announcements for the award
___Copies of award stipulations or rules
___Verification by program that recipient has met the requirements of the award
Attachments Required:___Original Award Letter produced by University___Copies of any campus wide advertisements/announcements for the award___Copies of award stipulations or rules___Verification by program that recipient has met the requirements of the award
Type of Payment Definition:
 
Subscriptions or Periodicals - Subscriptions or periodicals that serve a business purpose. 
 
Subscriptions that require an agreement such as software subscriptions are not eligible. Purchases with agreements should be made on a purchase order through procurement.
Type of Payment Definition: Subscriptions or Periodicals - Subscriptions or periodicals that serve a business purpose. 
Attachments Required:
___Original Invoice associated with payment
 
Attachments Required:___Original Invoice associated with payment 
Type of Payment Definition:
 
Refund - A one-time refund issued from a department or program. (i.e. overpayment of application fee). All other means of refund should be exhausted. NO Travel or business expense reimbursements permitted using this form. 
Type of Payment Definition: Refund - A one-time refund issued from a department or program. (i.e. overpayment of application fee). All other means of refund should be exhausted. NO Travel or business expense reimbursements permitted using this form. 
Attachments Required:
___Original documentation for refund
___Proof of original payment
___ Emails substantiating refund
Attachments Required:___Original documentation for refund___Proof of original payment___ Emails substantiating refund
Type of Payment Definition:
 
Other Payments - Other payments that do not fit in the previous categories. This is limited to specific payments that do not require a service agreement, insurance coverage, expense reports or a purchase order. Supplies and other miscellaneous expenses under $1000.00 total cost may be considered under other payments if all efforts have been made to comply with campus policies. NO Travel or expense reimbursements permitted using this form. 
Type of Payment Definition: Other Payments - Other payments that do not fit in the previous categories. This is limited to specific payments that do not require a service agreement, insurance coverage, expense reports or a purchase order. Supplies and other miscellaneous expenses under $1000.00 total cost may be considered under other payments if all efforts have been made to comply with campus policies. NO Travel or expense reimbursements permitted using this form. 
Attachments Required:
___Original Invoice associated with payment
___ After-the-Fact Justification may be required
 
 
___Total Cost is $999.99 or less.
 
Attachments Required:___Original Invoice associated with payment___ After-the-Fact Justification may be required  ___Total Cost is $999.99 or less.
Type of Payment Definition:
 
Other Payments - Other payments that do not fit in the previous categories. This is limited to specific payments that do not require a service agreement, insurance coverage, expense reports or a purchase order.  Supplies and other miscellaneous expenses $1000.00 total cost and over may be considered under other payments if all efforts have been made to comply with campus policies. NO Travel or expense reimbursements permitted using this form. 
Type of Payment Definition: Other Payments - Other payments that do not fit in the previous categories. This is limited to specific payments that do not require a service agreement, insurance coverage, expense reports or a purchase order.  Supplies and other miscellaneous expenses $1000.00 total cost and over may be considered under other payments if all efforts have been made to comply with campus policies. NO Travel or expense reimbursements permitted using this form. 
Attachments Required:
___Original Invoice associated with payment
___After-the-Fact-Justification REQUIRED
 
 
___Total Cost is $1000.00 or more
Attachments Required:___Original Invoice associated with payment___After-the-Fact-Justification REQUIRED  ___Total Cost is $1000.00 or more
Financial Services Use Only
 
For Financial Services Internal Use Only
Human Resource/
Payroll Use ONLY
 
 
*No EFT/ACH/DD allowed for Payroll. A check must be issued.
For Human Resources Use Only
Human Resource/
Use ONLY
 
 
*No EFT/ACH/DD. A check must be issued.
For Human Resources Use Only
      Account                     Fund             Department          Program                Class                     Project                      Amount
Source of Funding:
Source of Funding. 
Total:
Source of Funding. 
APPROVAL: I am authorized to approve this expense, it serves a CI business purpose and I certify that adequate funds are available.
Requester's Signature & Date
Requester's Signature & Date
Print Name of Requester & Extension
Print Name of Approver & Extension
Approver's Signature & Date
Approver's Signature & Date
Print Name of Approver & Extension
Approver's Signature & Date
Approver's Signature & Date
Print Name of Approver & Extension
Approver's Signature & Date
Approver's Signature & Date
CI Check Request v15.02  
After-the-Fact Justification
After-the-Fact Justification
After-the-Fact Justification
All services performed on campus need to have an REQ submitted prior to service to create a PO. Service requires contracts & insurance that must be reviewed and affirmed by Procurement before starting service. Supplies purchased $1000.00 and over should have an REQ submitted prior to purchase. 
All services performed on campus need to have an REQ submitted prior to service to create a PO. Service requires contracts & insurance that must be reviewed and affirmed by Procurement before starting service. Supplies purchased $1000.00 and over should have an REQ submitted prior to purchase. 
Procurement & Logistical Services
Valerie Patscheck:         x8878
Cathy Strauch:         x8478
Ilene Soto:                  x8481
Rhonda Florick:          x3775 
Sheri Busch:                  x8449 
Procurement & Logistical Services contact numbers:Valerie Patscheck: at extention 8878Cathy Strauch: at extention 8478Ilene Soto: at extention 8481Rhonda Florick: at extention 3775 Sheri Busch: at extention 8449 
Approver's Signature & Date
Approver's Signature & Date
Approver's Signature & Date
Approver's Signature & Date
IT/ Facilities Approver's Signature & Date
IT/ Facilities Approver's Signature & Date
Requester's Signature & Date
Requester's Signature & Date
Requester's Signature & Date
Print Name of Requester & Extension
Print Name of Requester & Extension
Print Name of Approver & Extension
Print Name of Approver & Extension
Print Name of Approver & Extension
Print Name of Approver & Extension
Print Name of IT/Facilities Mgr if required
Print Name of IT/Facilities Mgr if required
Submit this completed form with required signatures to Accounts Payable with the expense request in question. Proof of delivery or services performed should be attached. Approvers must have delegated approval to sign "After the Fact Justifications".  If the purchase is related to IT or Construction/Building Maintenance - please obtain the appropriate signatures from related area. Accounts Payable will submit this completed documentation to Procurement for review, tracking & approvals. 
Submit this completed form with required signatures to Accounts Payable with the expense request in question. Proof of delivery or services performed should be attached. Approvers must have delegated approval to sign "After the Fact Justifications".  If the purchase is related to IT or Construction/Building Maintenance - please obtain the appropriate signatures from related area. Accounts Payable will submit this completed documentation to Procurement for review, tracking & approvals. 
APPROVAL: I am authorized to approve after-the-fact justifications and this expense, it serves a CI business purpose and steps have been taken to comply with normal procurement processes in the future. 
APPROVAL: I am authorized to approve after-the-fact justifications and this expense, it serves a CI business purpose and steps have been taken to comply with normal procurement processes in the future. 
Procurement Manager Review/Approval & Date
Procurement Manager Review/Approval & Date
Please answer the following questions to show how this purchase occurred outside of normal procurement processes. 
Please answer the following questions to show how this purchase occurred outside of normal procurement processes. 
1. Why was the standard purchase procedure not followed in this case?
1. Why was the standard purchase procedure not followed in this case?
2. Explain in detail what defines this purchase as an "emergency" ?  (if applicable)
2. Explain in detail what defines this purchase as an "emergency" ?  (if applicable)
3. What steps have been taken/will be taken in the future to avoid a similar situation and comply with normal processes?
3. What steps have been taken/will be taken in the future to avoid a similar situation and comply with normal processes?
_______Dept #
_______AP "AFT" Tracking #
Wire Transfer Request Form
Wire Transfer Request Form
Sender's Information
Sender's Information
Receiver's Information
Receiver's Information
Accounts Payable Completes
CHECK REQUEST FORM INSTRUCTIONS
GENERAL INFORMATION:  
The Check Request Form is used to make payments to vendors excluding:
o         Purchases that require a purchase order or service agreement
o         Purchases made using the Pro-Card
o         Travel and expense reimbursements to employees, applicants, students or non-employees. 
This form supersedes all previous check request forms in circulation.   Please refer to the following instructions for assistance in completing the form.
 
MAKE CHECK PAYABLE TO:  
Payee Information:  Supply the payee name and address.
Amount:  Total of the amount of all invoices attached for payment.
PeopleSoft Supplier ID:  The Vendor ID number can be found by following the path in the PeopleSoft financial system:  Main Menu> Suppliers < Supplier Information > Add/Update > Review Suppliers
Form 204 Vendor Data Record: A vendor data record must be on file for all payments to vendors with the exception of governmental entities and CSUCI employees. If the vendor has been used in the past, it is likely a form is already on file.  To verify the status of the vendor, please review the list of current vendors in PeopleSoft.  Facsimile copies of the Form 204 are acceptable. 
The Form 204 will be used to assess withholding requirements for vendors/individuals.  Payments to individuals who do not have a valid social security number, are not U.S. citizens or who do not possess a valid work visa may be subject to Federal withholding in addition to State withholding.  Additional forms and analysis are required for these payments. Questions on payments to non-resident aliens (non-US vendors) can be directed to the Supervisor of General Accounting.   Expected Payments of $1,500.00 or more during the calendar year to entertainers and lecturers who are not California residents are taxable at a rate of 7%.  Questions on non-California lecturers receiving over $1,500.00 can be directed to Procurement.
Check Instructions:  Please indicate whether the check is to be mailed, wired, direct deposited or picked up at the SBS Cashier's Office. If it is to be picked up, please provide contact information for the individual picking up the check.  That person must show identification and sign for the check. The requester will be notified when the check is ready for pickup:  the check will only be held for 48 hours and then it will be mailed.  If attachments (invoice/letters/etc) are to be sent with the check, please include copies of those items to include with the mailing.
Description:  If specific description needs to be printed on management reports, please indicate what that description should state.  Descriptions are limited to 30 characters including spaces, punctuation, etc.
 
TYPE /DESCRIPTION OF PAYMENT:  
Select the applicable box indicating the type of payment. Each payment type will provide descriptions and the documentation required for that type of payment. In the space provided include a brief explanation of the payment that, in conjunction with the supporting invoice or receipts, is sufficient to identify the business purpose. (For example:  supplies for department, or dues for academic development consortium).  
 
ACCOUNTING & APPROVAL: 
Provide the chartfield string (Account, Fund, Department ID, Program, Class and Project) to be charged.  Published chartfields can be found in PeopleSoft.  The path is: Set Up Financials/Supply Chain>Common Definitions>Define Values>Chartfield Values.
Provide the name, signature and date for the requesting and approving employees.  The approving employee must be an authorized signer for the Department.  If the requester is the authorized signer for the department, the approver must be an authorized signer at a higher level.  The second approval line is optional; each department may decide if additional approval is required. 
 
SUBMISSION:
Submit completed form and related documentation to the Accounts Payable Department. In cases where a purchase order should have been generated prior to making the purchase, a completed and approved “After the Fact Justification” form will need to be included with all other required documentation.  The form will automatically appear as the second page when using the “Other” types of payments. It can also be found on the Procurement website [http://www.csuci.edu/procurement/]. Submit all completed 204 Forms to Procurement. Any request for payment that is properly completed, approved, and supported with appropriate documentation will generally be processed within a week of receipt.  Checks will be issued in accordance with the invoice terms.
 
1 Please provide the additional copies needed for mailing attached to the complete original documentation. If no copies are provided Accounts Payable cannot ensure that the item will be sent as intended. 
2 Wire transfers require the CI Accounts Payable Wire Transfer Form (see pg. 2) to be completed and attached in order to process a wire. Please plan ahead 7- 10 business days for Financial Services approvals and processing for the payment to be confirmed. Errors in documentation or banking information will cause delays.
3 Accounts Payable will verify that Active/Eligible Direct Deposit is present at time of payment .  If no active direct deposit form is on file, a check will be mailed instead.  Any errors in banking information will also cause the payment to be issued by check with an error warning.  If a vendor would like to sign up for the CI direct deposit/ACH program please contact CI Procurement.
4 Pick up at SBS Option. An e-mail will be sent out when the item is ready to be picked up. Photo Identification will be required to pick up checks. The SBS Cashier will hold checks for ~3 Business Days after notification. Items not picked up will be mailed.
CHECK REQUEST FORM INSTRUCTIONSGENERAL INFORMATION:  The Check Request Form is used to make payments to vendors excluding:o	Purchases that require a purchase order or service agreemento	Purchases made using the Pro-Cardo	Travel and expense reimbursements to employees, applicants, students or non-employees. This form supersedes all previous check request forms in circulation.   Please refer to the following instructions for assistance in completing the form. MAKE CHECK PAYABLE TO:  Payee Information:  Supply the payee name and address.Amount:  Total of the amount of all invoices attached for payment.PeopleSoft Supplier ID:  The Vendor ID number can be found by following the path in the PeopleSoft financial system:  Main Menu> Suppliers < Supplier Information > Add/Update > Review SuppliersForm 204 Vendor Data Record: A vendor data record must be on file for all payments to vendors with the exception of governmental entities and CSUCI employees. If the vendor has been used in the past, it is likely a form is already on file.  To verify the status of the vendor, please review the list of current vendors in PeopleSoft.  Facsimile copies of the Form 204 are acceptable. The Form 204 will be used to assess withholding requirements for vendors/individuals.  Payments to individuals who do not have a valid social security number, are not U.S. citizens or who do not possess a valid work visa may be subject to Federal withholding in addition to State withholding.  Additional forms and analysis are required for these payments. Questions on payments to non-resident aliens (non-US vendors) can be directed to the Supervisor of General Accounting.   Expected Payments of $1,500.00 or more during the calendar year to entertainers and lecturers who are not California residents are taxable at a rate of 7%.  Questions on non-California lecturers receiving over $1,500.00 can be directed to Procurement.Check Instructions:  Please indicate whether the check is to be mailed, wired, direct deposited or picked up at the SBS Cashier's Office. If it is to be picked up, please provide contact information for the individual picking up the check.  That person must show identification and sign for the check. The requester will be notified when the check is ready for pickup:  the check will only be held for 48 hours and then it will be mailed.  If attachments (invoice/letters/etc) are to be sent with the check, please include copies of those items to include with the mailing.Description:  If specific description needs to be printed on management reports, please indicate what that description should state.  Descriptions are limited to 30 characters including spaces, punctuation, etc. TYPE /DESCRIPTION OF PAYMENT:  Select the applicable box indicating the type of payment. Each payment type will provide descriptions and the documentation required for that type of payment. In the space provided include a brief explanation of the payment that, in conjunction with the supporting invoice or receipts, is sufficient to identify the business purpose. (For example:  supplies for department, or dues for academic development consortium).   ACCOUNTING & APPROVAL: Provide the chartfield string (Account, Fund, Department ID, Program, Class and Project) to be charged.  Published chartfields can be found in PeopleSoft.  The path is: Set Up Financials/Supply Chain>Common Definitions>Define Values>Chartfield Values.Provide the name, signature and date for the requesting and approving employees.  The approving employee must be an authorized signer for the Department.  If the requester is the authorized signer for the department, the approver must be an authorized signer at a higher level.  The second approval line is optional; each department may decide if additional approval is required.  SUBMISSION:Submit completed form and related documentation to the Accounts Payable Department. In cases where a purchase order should have been generated prior to making the purchase, a completed and approved “After the Fact Justification” form will need to be included with all other required documentation.  The form will automatically appear as the second page when using the “Other” types of payments. It can also be found on the Procurement website [http://www.csuci.edu/procurement/]. Submit all completed 204 Forms to Procurement. Any request for payment that is properly completed, approved, and supported with appropriate documentation will generally be processed within a week of receipt.  Checks will be issued in accordance with the invoice terms. 1 Please provide the additional copies needed for mailing attached to the complete original documentation. If no copies are provided Accounts Payable cannot ensure that the item will be sent as intended. 2 Wire transfers require the CI Accounts Payable Wire Transfer Form (see pg. 2) to be completed and attached in order to process a wire. Please plan ahead 7- 10 business days for Financial Services approvals and processing for the payment to be confirmed. Errors in documentation or banking information will cause delays.3 Accounts Payable will verify that Active/Eligible Direct Deposit is present at time of payment .  If no active direct deposit form is on file, a check will be mailed instead.  Any errors in banking information will also cause the payment to be issued by check with an error warning.  If a vendor would like to sign up for the CI direct deposit/ACH program please contact CI Procurement.4 Pick up at SBS Option. An e-mail will be sent out when the item is ready to be picked up. Photo Identification will be required to pick up checks. The SBS Cashier will hold checks for ~3 Business Days after notification. Items not picked up will be mailed.
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