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I. INTRODUCTION 

a. Authorityȡ 4ÈÅ "ÏÁÒÄ ÏÆ 4ÒÕÓÔÅÅÓ ɉÈÅÒÅÉÎ ÒÅÆÅÒÒÅÄ ÔÏ ÁÓ Ȱ"ÏÁÒÄȱɊ ÁÔ 4ÈÅ !ÍÅÒÉÃÁÎ 

5ÎÉÖÅÒÓÉÔÙ ÏÆ +ÕÒÄÉÓÔÁÎ ɉÈÅÒÅÉÎ ÒÅÆÅÒÒÅÄ ÔÏ ÁÓ Ȱ!5+ȱ ÏÒ Ȱ5ÎÉÖÅÒÓÉÔÙȱɊ ÉÓ ÁÕÔÈÏÒÉÚÅÄ ÔÏ 

establish rules and regulations to govern and operate the University and its 

programs. 

b. Purpose: This policy addresses when it is appropriate to make advance payments to 
vendors and the proper documentation needed in order to protect the financial 

interests of AUK. 

c. Scope: This policy applies to all AUK employees and units. 

 

II. ROLES AND RESPONSIBILITIES 

a.
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III. DEFINITION 

a) Advance Payment: Amounts paid before a product or service is actually received. 

b) Purchase Order: A legal document that buyers send to sellers to document the sale of 

products and services to be delivered at a late date. 

c) Prepayment: The settlement of a debt or installment loan in advance of its official due 

date 

 

IV. POLICY STATEMENT  
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Vendor Information

Purpose:

Used to request a partial or full payment to be issued to a vendor/supplier prior to the University receiving the desginated goods or 

services, in accordance with the Advance Payment to Vendors Policy and Procedures

Organizational Unit Contact Information

Today's date:

P.O number:

Organizational Unit

Contact Person:

Campus Phone:

Email Address:

Business Purpose:

Vendor Name:
Vendor Email:

Vendor Phone:

Procurement Information

Description of goods 

or services:

Description of 

Advance:

Total cost: Amount of advance:

Advance Payment Information

Date advance needed:

Advance Payment to Vendors Form (APVF)

Date

Date

When all necessary signatures have been obtained, submit this form to the Office of Finance

Finance Director

VPAF (advance payments ≥ $1,000)

Signature

Signature

Certification and Approval

Be signing below, the organizational unit/college certifies understanding of the risks inherent in issuing advance payment to a vendor, and 

belief that the benefits outweigh the risk to the University

Requester Name Date

University's efforts to 

eliminate or reduce 

this advance:

Benefit to AUK of 

making the advance:

Delivery date for 

goods or services:

President (advance payments ≥ $5,000) Signature Date

Unit/College head name Unit/College head Signature

Appendix A 

 


