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I.     PURPOSE:

The Division of Administration (DA) is responsible for ensuring department contracts and payments are in compliance with the state constitution and statutes.  This includes determining when contractors and vendors will be paid for services.

II.    SCOPE:

Department-wide.

III.   POLICY:

It is the policy of the Department to pay for services after they have been rendered.  Exceptions to this policy include those types of items or services for which payment in advance is the normal business practice, such as subscriptions, registrations, memberships, postage, maintenance agreements, and building/parking rentals.  Advance payment is also allowed when the vendor requires prepayment as a condition of the sale or is required by contract.  The invoice or other documentation must clearly state this requirement.  

IV.   PROCEDURES:

The Department may include a contract provision for advance payments to vendors when state or federal guidelines allow for advance payments.  The following information must be submitted to the DA to request a contract provision for advance payments:

1. Justification that clearly demonstrates the need for the advance payment.  Reference any state or federal requirement or allowance for advance payments.

2. The method of tracking the payment to ensure timely use of funds and determining whether the contractor would owe interest if the funds were not used for immediate needs.  

Ensuring deliverables have been met must be a component of the contract monitoring plan.  Exceptions to this policy require approval by the Director of Administration.
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