Administrative Services

Policies & Procedures

Policy Number: 204.0

Policy: Payments/Claims

Effective Date: 3/2013

Revision Date: 4/2022

Approved by: Business Services Director

POLICY:
I.  Disbursements to vendors for University purchases are processed by the Business Office.

A. The following forms are available online through Business Services or Faculty/Staff IT Forms:
1. Banner Payment Authorization (BPA)

Travel Pre-Approval in Chrome River

Hospitality Approval Form

General Services Agreement

Independent Contractor Checklist

Outgoing Foreign Wire Transfer

AN

B. The "prompt payment" law enacted by the 48th Legislature requires State agencies to pay most claims
within 30 days, unless otherwise stated in a contract or agreement; or pay interest at a rate of .05% a
day (18.25% per year) on the unpaid balance.

**% All payments are run through the University Accounts Receivable and the Department of Revenue in the
process. Any University/State owed money is automatically taken towards any debt owed.


https://www.msubillings.edu/intranet/boffice/index.htm
https://www.msubillings.edu/intranet/forms/index.htm
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=d0f4c04f-34ff-49c3-826e-d8a19af49acc&env=na3&acct=6e77d7cc-2b97-42ce-8c94-ee454e7f9766&v=2
https://app.ca1.chromeriver.com/login/sso/saml?CompanyID=montana.edu
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=ffb09e93-fc36-43b9-8ffa-254eca933b6e
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=ffb09e93-fc36-43b9-8ffa-254eca933b6e
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=64296609-4b60-4940-9ce8-27fb4f986507&env=na3&acct=6e77d7cc-2b97-42ce-8c94-ee454e7f9766&v=2
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=ce52e2ee-3ce4-4cce-be86-d4e4cd282932&env=na3&acct=6e77d7cc-2b97-42ce-8c94-ee454e7f9766&v=2
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=ce52e2ee-3ce4-4cce-be86-d4e4cd282932&env=na3&acct=6e77d7cc-2b97-42ce-8c94-ee454e7f9766&v=2
http://www2.montana.edu/policy/business_manual/documents/OutgoingForeignWireTransfer.pdf

