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Department/Contact Information:
Please complete the following information, attach to the invoice and forward to Accounts Payable, Mail Code 6818.  If you have any questions, please call Accounts Payable at 536-2351.
     General  Instructions:
              1.  Each invoice must have the Account Distribution section completed.              2.  The Fiscal Officer must sign for each unique Budget Purpose in ink (other than black).              3.  The original form and invoice must be returned to Accounts Payable.              4.  Complete a second form if the expense is to be split more than four ways.              5.  Complete a Seller's Certification section at the bottom if necessary to obtain payee's signature. 
Supplier
Information:
Is the payment to or on behalf of a U.S. Citizen or Permanent Resident?  
(If no, the payment must be processed on a Contractual Service Voucher.)
Dates of Service: 
Invoice Account Information
Date
Fiscal Officer Name
(Typed)
Fiscal Officer Signature
Account Distribution
Dollar Amount
Budget Purpose
(or Alias)
Dept
Act 1
Dept
Act 2
Nat Act
Obj
FY
SOF (A/P Use Only)
SELLER'S CERTIFICATION
I hereby certify that the Goods, Merchandise, Ware, or Services shipped or performed in accordance with this invoice have met all of the required standards set forth in the Purchasing Contract and are proper charges against the State of Illinois or Board of Trustees of Southern Illinois University and that payment has not been received. 
SUBMIT COMPLETED FORM, WITH INVOICE, TO ACCOUNTS PAYABLE, MC 6818
 
 
 
If purchasing equipment (>$4,999.99) and paying from a grant account, send Invoice Distribution Form (IDF) to the Grant Assignee within the Office of Sponsored Projects Administration (OSPA). If approved, OSPA will forward approval to Accounts payable.Purchases on a grant account other than equipment, require the approval of the PI and Fiscal Officer.  If the PI and Fiscal Officer are the same, secondary signature required by next level supervisor.
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