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Pur pose

To provide processing guidelines for the Contract Encunbrance
and Paynment Form (FM S-41) which is used to encunber funds and
process paynents for University contracts. Additionally, to
provi de processing gquidelines for the related Contracts
Adj ust nent Form (FM S- 41A) ( CAF).

Responsibilities

a. Each Canpus/Departnent Ofice is responsible to ensure that
t he Contract Encunbrance and Paynment Form (FM S-41) and the
Contracts Adjustment Form (FM S-41A) are processed in
accordance with established procedures. The Fiscal Oficer
is the individual that is accountable for conpliance.

b. Fiscal Oficers and Program Managers (Approving Authority)
who approve paynents on Contract Encunbrance and Paynent
Forns and Rel ated Forns are responsible for conpliance with
appl i cabl e Federal and State | aws, rules, regulations, and
University policies and procedures.

c. The Ofice of Procurenent, Property and Ri sk Managenent
(OPPRM) is responsible for processing of the encunbrance
docunent s.

d. The Disbursing Ofice is responsible for the auditing and
t he processing of the paynent docunents.

Qi del i nes

a. The Contract Encunbrance and Paynent Form (FM S-41) is used
for the initial encunbrance of funds within the University
system Contract renewals also require use of this form
(Refer to A8.275 - Contract Administration for detailed
processi ng procedures). OPPRMinstructions for preparation
of a Contract Encunbrance and Paynent Form (FM S-41) are on
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Attachment 275.1 and 275. 2.

The Contracts Adjustnment Form (FM S-41A) is wused for
subsequent changes i n encunbrance anmounts and ot her factors
that affect paynments (Refer to A8.275 - Contract
Adm ni stration for detailed processing procedures). OPPRM
instructions for preparation of a Contract Adjustnment Form
is on Attachnent 275.3 and 275. 4.

Al'l original Contracts Encunbrance and Paynent Forns and
original Contracts Adjustnent Fornms will be encunbered by
the Ofice of Procurenent, Property, and R sk Managenent.

A copy of the Contract Encunbrance and Paynent Form
approved by OPPRM (FM S-41) with the original invoice nust
be submtted directly to the Disbursing Ofice for audit
review and paynent processing. See OPPRM paynent
processing instructions for the Contract Encunbrance and
Payment Form (FM S-41) (Attachnment 275.1 and 275.2) and
Di sbursing Ofice instruction A8.839, Accounts Payable
Pr ocessi ng.

A Contract Adjustnment Form (FM S-41A) (CAF) and two copi es
(i.e., fiscal officer and D sbursing Ofice) nust be
prepared and submtted directly to OPPRM for contract
adj ustments and encunbrance. See Contract Adjustnent Form
instructions as part of the Contract Adjustnent Form (FM S
41A) (CAF) (Attachnent 275.3 and 275.4) and D sbursing
O fice instruction A8.839, Accounts Payabl e Processing.



