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Summary:
This documents the university’s procedures for automatic advanced payments.
Background Information:
Section 215.422(14), Florida Statutes (2017) and Florida Administrative Code Rule 69I40.120(3), which concerns advance payments made from other state agencies, does not
apply to the Florida public universities; however, it is best practice to document the
university’s position and procedure for advance payment. Advance payments are a
common business practice and are required by suppliers for a variety of reasons.
Examples of items and services that may require advance payments include:
•
•
•

Catering or service contracts
License agreements
Operating capital for a specialized piece of equipment

The following items/services are examples of items/services that are qualified for
automatic prepayment approval:
1)
2)
3)
4)
5)
6)

A continuous need for the maintenance or service of a research project
A critical need to the mission of the department
Customized equipment or furnishings
Compliance with the payment terms of the vendor
Represented savings to the university
Other (justification provided by the requesting department)

Advanced payment invoices will be processed according to the following procedure.
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Procedure Description:
Step One: Invoices that are not for research projects and include payment terms
requiring a payment prior to the requesting department receiving the requested goods
and/or services, will be automatically approved for an advanced payment by Finance &
Accounting (F&A), if the prepayment terms are documented on the invoice, or other
agreement between the university and the payee. Finance & Accounting will review
the prepayment during the vouchering process to ensure the payment meets the
prepayment terms. Examples are provided in the three images below:
Examples:
Example 1:
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Example 2:
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Example 3:

For research projects requesting an advance payment, F&A will consider the prepayment
approved after review and approval by the Office of Research & Commercialization
(ORC).
Step Two: The disbursement staff processor is required to log the prepayment, if the
payment meets both of the following criteria:
1. The prepayment is for a term of service, or for goods expected to be received after
a fiscal year end in which the payment occurs.
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2. The payment is for $5,000 or more.
The log is an excel file titled “Advance Multi-Year Payments” located on the T:Drive and
is available for review by General Accounting.
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