
Payment_Request_6/28/16

INVOICE # INVOICE DATE PAYABLE TO

CWI PO # ATTACH COPY OF PO

PO is finished, please close

Payment request exceeds $1,999 and a PO has not been previously approved. For new vendors please attach a W9 form

Explanation is attached. VPFA Approval

00

00

00

00

00

00

00

00

00

TOTAL FOR THIS VOUCHER

By signing this Payment Request, I acknowledge; All goods, equipment or services, have been delivered and accepted by CWI personnel. 

This Payment Request complies with CWI Policy, all quotes, contract terms, scopes of work, warranties and meets all regulations. 

REQUESTED BY
SIGNATURE REQUIRED DATE

APPROVED BY
DEAN/DEPT HEAD/BUDGET OFFICER - Signature DATE

APPROVED BY
BUSINESS OFFICE USE ONLY VPFA over $1,999 DATE

APPROVED BY
VOUCHER # Reviewed By PRESIDENT or VP INSTRUCTION over $9,999 DATE

$0.00

Please send only COMPLETED and APPROVED forms to 
the Business Office

ATTACH ORIGINAL INVOICE, RECEIPT OR CREDIT MEMO                                                                                         
NO STATEMENTS

FUND LOC FUNC COST CENTER OBJECT PROJECT ID ITEM DESCRIPTION TOTAL PRICE

PAYMENT REQUEST

Staple in this corner

Business Office - businessoffice@cwidaho.cc - 208.562.3500 Phone - 208.562.3535 Fax 

MS 1000 - PO Box 3010 - Nampa, ID 83683 - cwidaho.cc

NO APPROVALS REQUIRED IF PO # HAS BEEN ISSUED



Purpose of Form
To make payments to vendors, which may include employee reimbursements (non travel).

Who uses this form
Anyone on campus requesting payment to a vendor, or a reimbursement

Contact Information
businessoffice@cwidaho.cc

Documentation
Attach original receipt or invoice. No Statements.
If a documentation is needed to be mailed with check, please provide copy and clearly note that it is needed to be mailed as well.

Routing
Return completed form along with original invoice or receipts to the Business Office
Reimbursements for employees must have the employees original signature on the Payment Request
Business Office will review and enter into the system for Payment
Requests received by AP department on or before Friday will be processed the following week
Checks are issued to vendors according to the vendor's specified terms
Checks are issued to employees generally each Friday

Sales Tax
CWI is tax exempt and therefore does not pay or reimburse for sales tax

EMPLOYEES- will not be reimbursed for sales tax paid.  You can avoid paying sales tax by:

EXCEPTIONS- Sales tax will be reimbursed for the following items:

Meals- Non Travel

    3. Hotels

VENDORS- If tax is charged on an invoice, the amount is subtracted from the total due and a tax exempt form is sent to the 
vendor with the payment

   1. Use a Pcard to make the purchase.  If you don't have a Pcard see if someone who does can make the purchase      for you.
2. Take a tax exempt form (available on the Portal) to the store with you.  Present it to the cashier upon checkout

    1. Meals at restaurants
    2. Rental car payments

mailto:businessoffice@cwidaho.cc


Claims for meal reimbursement must list the names of the people eating the meals.
Excessive claims will be sent back to the supervisor with a request for a written explanation of the costs.
No expenses for alcohol will be reimbursed.
A maximum tip of 20% will be allowed.  

Parking Fines and Tickets
CWI does NOT pay for parking tickets or fines.  

Payment for services
Employees should not pay for vendor services by Pcard or with personal funds and seek reimbursment. The is due to tax reporting.
Vendors should submit invoices for services to be paid directly to CWI.

Revised 5/2016

When attending a conference that is outside of Ada or Canyon County, and a meal is not provided, the attendee may be reimbursed up to 
the Per Diem rate, or may submit itemized receipts that do not exceed the Per Diem Rate.  Credit card slips with totals are not sufficient 
documentation.

Meals will not be reimbursed to employees who attend conferences or trainings within Ada or Canyon County.

The Meals and Refreshment Preapproved Form must be completed PRIOR to serving food or beverage at meetings or receptions. 



Expenses Not Allowed

The following list, which is not all-inclusive, represents some expenses that are NOT reimbursable:

Alcoholic beverages
Cell Phone Expenses- submit allowance requests on the Mobile Communication Agreement
Childcard costs
Expenses for non-business related activities such as sightseeing or entertainment
Expenses incurred by spouse or family
House hunting trips or expenses
Lost or stolen cash or personal property
Parking expenses at assigned workplace
Repairs, towing service, etc. for personal vehicles
Services paid for by an employee, please have vendor invoice CWI directly
Traffic citations, parking tickets, and other fines
Gifts - Please see Gifts or Recognition Request Form/Procedure

Reviewed 7/2012



http://www.irs.gov/publications/p15/ar02.html#en_US_publink100011624

http://www.irs.gov/publications/p15/ar02.html#en_US_publink100011624�
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