Hello,

When a vendor or individual needs to be paid or reimbursed on a Disbursement Form, please complete,
and submit the following to ap@ccsu.edu :

e Disbursement Form

e Vendor Invoice ( Vendor Invoice Template ) for vendors in need of a template)

e All related backup documentation that supports the request. Please ensure the documentation
does not contain Personally Identifiable Information (Pll).

e |RS Form W-9 Tax ID Verification — Must be uploaded to this Secure Link for the initial
payment and each time the vendor or individual has a change in the form, most often an
address change.

Additional information can be found on the Accounts Payable webpage.
If you have any further questions, please contact Accounts Payable at ap@ccsu.edu.

Thank you,


mailto:ap@ccsu.edu
https://www.ccsu.edu/fiscalaffairs/Disbursement_Fillable04262022.pdf
https://docs.ccsu.edu/fiscalaffairs/InvoiceTemplate.pdf
https://www.ccsu.edu/fiscalaffairs/fw9%2010-2018.pdf
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fccsushare.sharefile.com%2Fshare%2Fupload%2Fr776b940bdda848b8bb3c271ed3914062&data=05%7C01%7Cdarleneg%40ccsu.edu%7C90fd52be5e29466fcc0208db6e834b39%7C2329c570b5804223803b427d800e81b6%7C0%7C0%7C638225282414754899%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=jGQ8WknNbfVgGENy6CqlHP19ifNsWcwFZq28QPYeL90%3D&reserved=0
https://www.ccsu.edu/fiscalaffairs/acctsPayable_forms.html
mailto:ap@ccsu.edu

