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A. All billings related to any individual or entity for services rendered or materials
supplied by the University is managed by the Bursar’'s Office.

B. Departments should prepare and submit to the Bursar’'s Office a Central Billing
Request Form which is located on the University’s e-Forms webpage. This form
sets forth who to bill, for what services, and to what account the funds should be
credited.

C. The Bursar’'s Office will prepare a formal billing invoice based upon the
information provided on the Central Billing Request Form. When the bill is
processed and ready for transmission, the department’s revenue account will be
credited for the funds. If the invoice goes unpaid, subsequent invoices will be sent
on a monthly basis.

D. Collection of payment is the responsibility of the department conducting business
with the individual or entity.
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