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• CRC Expert
Invoices-

Ensure invoices from the vendor are sent to 
Receiving Clerk (T. Stevenson) and Business Services 
Supervisor when received. This will stall the 
payment process to the vendor.

o It is indicated on the PO that is sent to the 
vendor that they are to send their invoices 
to accounting…but many do not do this.

o Reach out to the requester (faculty, staff) 
to keep an eye out for the invoice in an 
email. Direct them to send it to you, so you 
can forward it accordingly
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• DO Expert
• Most common reasons to have forms returned:

1. Missing actual Invoice
2. Indicating in Requisition Comments item is a PREPAY
3. Funded string does not have enough budget; need to revisit - as time 

passes the budget fluctuates 
• Sign of Expertise 

• Nothing on Delayed Report, and timely issuance of PO to campus & A/P.
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